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PREFACE 



This home study course of programed instruction is in tended for 
persons who have recently taken positions as local Civil Defense 
Directors/ Coordinators . It is an orientation to the position, 

in some jurisdictions the position goes by the title of "Director," 
while in others it goes by that of "Coordinator," Jhis is the reason 
for the double title in the name of the course. However, in the in- 
structional material, the title is always referred to as "Coordinator," 

Hie Office of Civil Defense Staff College expresses deepest appre- 
ciation to all of the many Civil Defense Co<~ dinators who have enthu- 
siastically and freely given of their time, ^oiowledge, and experience 
to support the project. There is not a situation in the text - which 
was not supplied hy one of them. Special appreciation is expressed 
for thd days, literally, spent by Colonel William J, Allen, Jr,, 

Director of City-County Civil Defense, Denver, Colorado, and Mrs, 

Marie Webb, Instructor, Minnesota Civil Defense University Extension 
Program and former Civil Defense Director, Salina, Kansas, in orienting 
the author to the civil defense situation in local jurisdictions. 

Thanks also go to the many State and Regional civil defense personnel 
who assisted so generously with advice and counsel which made the final 
product possible. 

Special thanks go to Mr, James H. Beck, Behavior Engineer, Com- 
munity Systems Foundation, Ann Arbor, Michigan, who served as techni- 
cal consultant for programing, and to Dr. James M. Ridgway, Deputy 
Assistant Director (Training and Education), Office of Civil Defense, 
for his foresight in requesting that the course be produced! ills 
insistence that it be written in a practical, situational approach! 
his untiring review on his own time of every draft! and his appre- 
ciative encouragement during the developmental process. 
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INTRODUCTION; 



HOW TO STUDY THIS COURSE 



This Staff College home study course of programed instruction con- 
sists of five units and final examination. You will need an estimated 
twelve to twenty hours to complete it. 

Here is the way to proceed. First* from your City or County Clerk, 
get copies of your State civil defense law and local civil defense ordi- 
nance for use in Unit 1. Then "begin study of Unit 1, If you have no 
local ordinance, do the best you can with Unit 1 anyway. 

Be sure to read carefully the "Outline" and "Introduction" which 
come before each Unit. The outline emphasizes the main points being 
taught and the introduction page itself contains important teaching 
points which are sometimes related to test questions. 

In a Unit, each page contains a bit of instruction known as a 
"frame," There are responses at the close of each frame from which 
you must pick the one which you consider to he the "best. Thus, you 
complete the frame § so do one frame at a time, and don't look ahead 
to advanced frames until you have completed the frame you are on. 

This type of programed instruction is designed so that the best 
answer in each ffame is easily selected. Don't let that fact lead 
you into hasty studying, because the answers for the tests and the 
fins! examination are designed to be more difficult. If you do not 
learn wen the main points taught in the frames of the text, you will 
not be able to make the judgments required to pick the best responses 
in test questions. 

Read each frame carefully. Try to place yourself in the situation 
described and look for the principle involved. A separate point is 
taught in almost every frame. That point cannot he learned just from 
the response. Rather, it will he learned by a study of the tot al 
situation contained in the frame including the responses. 

Mark the responses you select in the space provided. At the end 
of each unit is a list of preferred responses for the frames . Unless 
the text indicates otherwise, these "preferred" responses are con- 
sidered to be the "best" responses, rather than the only "correct" 
ones. The course cannot teach absolute right and wrong, because the 
actual situation varies so from one community to another. For this 
reason, what the course tries to do, instead, is to show concepts, 
indicate positive attitudes and approaches, and give certain basic 
information to help you. However, the tests and examination do 
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have right and wrong answers, for grading purposes. Therefore, you 
should answer test questions on the basis of information given in the 
text, not on the basis of your unique local situation . 

Suggested places for taking short rest breaks are indicated at the 
beginning of Units 3, 4, and 5» as well as at the frames themselves. 

The appendices contain items which are useful as on-the-job aids. 

Your student number is on the cover of this textbook. Please in- 
clude your name and your student number on all correspondence regarding 
the course. If you have any questions during your study, feel free to 
write to us, Hie address to use is; Box 2000, (instructor, the CED/C ) 
CD US A , Battle Creek, Michigan 2+9016, 

When you have completed a unit, take the test at the end of the 
unit, following the directions included there. After you mail in your 
answer card for Unit 5 , y°u will receive a final examination, A 
Certificate of Satisfactory Completion will be given to you when we 
ha ire received your answer cards for all five units and the final exami- 
nation, successfully completed. You should finish the course within 
three months after you enroll. 



Good Luck! 
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UIMIT 1 

STAFF COLLEGE OFFICE OF CIVIL DEFENSE • DEPARTMENT OF DEFENSE 



LAWS: 

What Are the Legal 
Authorities for My 

Civil Defense 
Coordinator’s Job? 
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UNIT I, LAWS: WHAT ARB THE LEGAL AUTHORITIES FOR MI CIVIL DEFENSE 

COORDINATOR f S JOB? 

A* Local civil defense ordinances. 

1. Provisions of local civil defense ordinances. (Frames 1-8) 

2. Worksheet on local civil defense ordinance. (Frames 9* 10 ) 

3* Inter- Jurisdictional agreements: mutual aid pacts. 

(Frames 11-15) 

B. State civil defense law. 

1, Provisions of Suate civil defense law, (Frames 16-20* 23) 

2. Worksheet on State civil defense law. (Frames 21* 22) 

C. Federal civil defense law* 

1, Relationship between State civil defense law and Federal civil 
defense law. (Frame 24) 

2, Public Law 920* The Federal Civil Defense Act of 1980. 

(Frames 25* 26) 

a. Legal Basis for national civil defense, 

h* Responsibility vested jointly in Federal* State* and local 
governments * 
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UNIT I. LAWS: WHAT ARE THE LEGAL AUTHORITIES EOR MY CIVIL DEFENSE 

COORDINATOR’S JOB? 

The Civil Defense Coordinator's task is "based on provisions in 
public law. Federal law provides for a civil defense program within 
the United States , and the Federal Government has encouraged the States 
to enact legislation establishing a civil defense function within their 
States. All States now have such legislation. As a result., many local 
governments have also passed ordinances which provide for civil defense 
activities , 

Unit I of this program will: 

1* teach you that lews and ordinances do directly affect your 
position as Civil Defense Coordinator; and 

2, point out some components of those laws and ordinances which 
are critical to the performance of your duties. 




ERJC 



I 



9 



I. A. LOCAL CIVIL DEFENSE ORDINANCE . 

FRAME 1 

Your wife is puzzled when you tell her you have accepted another 
job, that of Civil Defense Coordinator for your local jurisdiction. 
"Civil Defense! What in the world is that?" she asks. You explain that 
civil defense is not some strange new thing, that it is simply local 
government operating during an emergency, such as a war, a tornado, or 
a flood. 

You got this definition of civil defense , or one like it, from a 
legal document of your local jurisdiction. You got it from: (Cheek 

the best response.) 



1. your city charter. 

2, your local civil defense ordinance. 



Write in the space below the definition of civil defense which is in 
your local ordinance. 



0 
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FRAME 2 



You are new in your Civil Defense Coordinator’s position. You sit 
at your desk one day, going through the stack of mail- -official docu- 
ments, directives, information letters, and more — which had accumulated 
"before you came on the Job. The City Engineer comes by to visit. He 
gives you friendly bits of information about the city government. Then 
he says, "I am really glad you are here. Now you can go over and 
straighten the Police Chief out. He has always been a problem to work 
with under any kind of emergency conditions. Be strong right at the 
first. Just walk in there and tell him where he is going to be during 
an emergency, and what he is going to do." 

You are not certain that you have the authority to do what the City 
Engineer suggests. You say to yourself, "Suppose we did have a disaster 
tomorrow. Who would actually be in command? That is, who would have 
control of emergency operations and be responsible for things like 
directing the Police Chief? I don't know, and I need to know," 

(Check the best action for you to take to find out what you 
need to know. ) 



! ERjt 
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1. Ask the City Engineer whether he thinks you 
have this authority. 

_2, Ask your secretary whether her former boss, 
the Civil Defense Coordinator before you, 
used this kind of authority, 

, 3 . Read, the local civil defense ordinance which 
establishes who has final authority and con- 
trol of operations in an actual emergency. 



t'i 
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FRAME 3 

in addition to establishing who has final authority and control dur- 
ing emergency operations in your Jurisdiction, your local civil defense 
ordinance should provide the legal authority which makes your Job 
possible. It should vour authority, and your duties end respp nsi- 

MUtles as well. Knowing what you can end cannot do, legally, makes 
your job as Civil Defense Coordinator clearer to you, and easier. You 
will be decisive, rather than hesitant, saving valuable time and acquir- 
ing the confidence of others with whom you must relate. 

(Two situations are described below. Check the one which is consist. 

ent* -with the above discussion. ) 



"1 



When the City Engineer brought up the subject 
Tlte chief, you asked him whether he 
thought you had the authority to do what he 
Suggesting. He ^ "Authority? Who 
worries about that kind of legality? . 

nave whatever authority you take upon yourself 
early in the game." 

When the City Engineer tallied to you about 
S Police cLef, you replied, dxrectxng 

the Police Chief is not up to me. I know 
this from our local civil defense ordinance 
which specifically states ray authority anu the 
kinds of things I am supposed to do. 
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FRAME 4 



The local civil defense ordinance should spell out, also, exactly 
■who has the final authority for civil defense decisions in normal day- 
to-day operations in the local jurisdiction. This means what one person 
is legally designated as being responsible, during the normal, daily 
operation of government, for making those final planning, decisions 
■which will affect future emergency operations. Usually this will be 
the same person who has control of actual emergency operations when 
they occur. Also, that person will usually be the highest official of 
the jurisdiction. Making the final decision to update a local civil 
defense ordinance is an example of the kind of authority we are talking 
about . 

Tn line with the above discussion, consider the following situation. 
Your jurisdiction is making plans for emergency operations. The t im e 
has come to pick a location for an Emergency Operat ing Center. You 
decide* (Check the best response.) 



1. "I am going to put it in the basement of the 
City Hall where it will be the most accessible." 

2. "I am going to put it in the sub-basement of the 
Mosier plant on the edge of the city where it 
will be safer. " 

3* "I am going to refer this decision, with recom- 
mendations, to the mayor, since our civil 
defense ordinance says he has final authority 
for making such decisions. " 



. - : 8 
* 
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FRAME 5 



Most local civil defense ordinances prdvide for lines of succession 
of elected officials* These lines of succession designate who will fill 
a position if the person with primary responsibility for that position 
is unavailable * Lines of succession usually designate up to at least 
three people. Such provisions in local ordinances assure continuity of 
leadership in the community in time of disaster. The local civil defense 
ordinance should specify that all department s of the local government 
shall designate lines of succession 3 also. 

(in EACH situation below check the item (a or b) which would 
require the use of a line of succession. ) 



1. Your Jurisdiction has scheduled a practice exercise 
for Friday morning to test the local emergency 
operations plan, 

a * The mayor is admitted to the hospital 
Thursday night and cannot attend the 
exercise. 

h. The mayor takes part in the exercise. 



2. An epidemic of disaster proportions is spreading 
within your jurisdiction. 

a. The Chief of the Health and Welfare Depart- 
ment is on the Job ? working to halt the 
epidemic, 

b . The Chief of the Health and Welfare Depart- 
ment resigns suddenly. 
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FRAME 6 



An e mergency operations plan for the local jurisdiction is vital. 

It describes in detail who will do what during a disaster* That- is, it 
specifies which organization will be responsible for such things as 
emergency transportation^ rescue, housing, first aid, clothing and 
feeding. Now, most local civil defense ordinances provide for the 
preparation of such a plan. But suppose you check your ordinance and 



discover that it does not require your local government to prepare a 
plan for how it will operate during an emergenc^f. What should you do? 
(Check the best response.) 



JL. Sit down and devise a plan on your own initiative, 

2 » Do nothing because you are not required to do 
anything . 

3 * Consult with the proper officials about the need 
for a plan., and recommend that your civil defense 
ordinance be amended to require one. 

_4. Work without a plan, trying to make the best 
arrangements possible as you go along. 
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FRAME 7 



(Which item helow from your local civil defense ordinance would best 
resolve the problem in EACH of the situations given? Write the number 
of your answer on the line provided.) 

Ordinance Items 

! # Provision of lines of succession . 

2. Description of duties and responsibilities of Civil Defense 
Coordinator , 

3 . Effective date of ordinance . 

4. Definition of civil defense. 



The Situations 



Item 



A. You report on your new Civil Defense Coordinator job. 

You know little about the kinds of things your job 
involves. What item, listed above which is in your 
civil defense ordinance would help you begin to under- 
stand what you are expected to do? 

B. You attend a Kiwanis Service Club luncheon meeting. 

The businessmen at your table begin discussing civil 
defense. They criticise the idea that some "ama/teur" 
organization should expect to come in during an 
emergency and run the city when the local government 
professionals manage it at all other times. You realize 
that the men do not understand what civil defense 
really is. You know that civil defense is simply 
government operating in emergency. What item in 

their civil defense ordinance could have made this 
point clear to the businessmen? 

C. The river running through your jurisdiction is rising 
rapidly, A severe flood threatens loss of life and 
property. According to your ordinance, the mayor, as 
the highest elected official of local government, is 
responsible for deciding when to begin emergency action. 
He is attending a national convention of mayors in 
Hawaii. Which item above in your civil defense ordi- 
nance would state who should act for the mayor in such 

a situation? 
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(Again, which item below from your local civ 4 .! defense ordinance 
would best resolve the problem ill each of the situations given? write 
the number of your answer on the line provided. ) 

Ordinance items 

1, Designation of who has final authority for civil defense 
decisions in noxroal day-to-day operations, 

2 , Provision of penalty for violation of ordinance . 

3, Designation of who has command in or control of emergency 
operations . 

4, Provision for preparation of an emergency operations plan . 



The Situations 

A, The t hr eat of a flood in your Jurisdiction has become 
a reality. You decide to prepare to evacuate tb : 
city, so you direct the Police Department to bit ikade 
the roads on the edges of town to prevent any ado.: 
tional traffic from coming in. The Police Chief 
refuses to do what you order, saying that you are 
not in charge of emergency operations. Which item 
in your civil defense ordinance would determine 
whether the Police Chief is right? 

B. During the flood, sickness breaks out in the community. 

In some locations large numbers of people are without 
food. The Health and Welfare Department is overworked 
with caring for the sick alone. They say it is not up 
to them to also provide mass feeding stations for well 
people. What item in your civil defense ordinance 
would have provided a plan for mass feeding operations 
during an emergency? 

, You, as Civil Defense Coordinator, decide that your com- 
munity should change from an outdated bell (church, fire, 
school bells, etc.) disaster warning system to the Fire 
Department * s siren system. The Fire Chief does not 
agree and argues that you do not have the final, authority 
to make such a decision. Having which item in your civil 
defense ordinance could clear up this problem? 



Humber of 
Item 
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FRAME 9 



(Below is a list of provisions found in many local civil defense 
ordinances. First., select the ones which you consider to he critical 
to your function * Second^ select the ones which are included in your 
local ordinance. Third, fill in the number and section of your local 
civil defense ordinance where these provisions are found* ) 







Critical 


Included Ordinance 




Ordinance 

Item 


to your 
job? 


in your Fo, and 

Ordinance? Section 


1 . 


Final authority for civil 
defense decisions in 
normal day-to*day operations 


Yes 


Wo 


Yes 


Fo 


2, 


Control of emergency opera- 
tions 


Yes 


Wo 


Yes 


No 


3. 


Authority of Civil Defense 
Coordinator 


Yes 


Wo 


Yes 


No 


4, 


Duties and responsibilities 
of Civil Defense Coordinator 


Yes 


No 


Yes 


No 


5. 


Title of the ordinance 


Yes 


No 


Yes 


Fo 


6. 


Lines of succession 


Yes 


Wo 


Yes 


No 


7. 


Effective date of ordinance 


Yes 


No 


Yes 


No 


8, 


Provision of an emergency 
operations plan 


Yes 


No 


Yes 


No 


9. 


Definition of civil defense 


Yes 


No 


Yes 


No 


LO, 


Penalty for violation of 
ordinance 


Yes 


No 


Yes 


No 


WOT! 


1; You may wish to remove this 


sheet 


; from 


the 


hook and use it as an 



on -the -J oh guide for future reference. 
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FRAME 10 



As you read the Introduction to this Civil Defense Direct or/ Coordi- 
nator course, you learned that you would need a copy of your local civil 
defense ordinance for use in the course. Now, suppose you went to the 
City (County) Clerk to get the copy and found that your .jurisdiction had 
no civil defense ordinance. You should : (Check the best response.) 



_1. do nothing, 

2, do what you can to get an adequate ordinance 
passed, 

3. hope that someone else will assume the 
responsibility for getting an ordinance passed. 



I 

i 

! 

I 
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,A,3* Mutual Aid Pacts, 

■RAME 11 

Now let’s look at another kind of local legal authority which may 
effect your work. 

Suppose the flood which we talked about earlier gets so bad that 
r 0 ur jurisdiction does not have enough vehicles 5 manpower * food, and 
>ther resources to handle the situation. You know the major portion of 
'he county is not affected by the flood. You want your mayor to call 
ipon the county * or adjacent cities 9 for help. One of two situations 
:*an result: 

A. Your mayor requests help from another jurisdiction. There 
has been no formal agreement between your governments to 
help each other in emergencies. Because of this 5 officials 
of the other jurisdiction discuss the request at length but 
finally decide they are not legally able to help, 

Yo\ir mayor requests help from another jurisdiction. There 
has been a previous legal arrangement between the heads of 
your two governments to assist each other in emergencies. 

Help comes immediately. 

The second situation involves a mutual aid pact , The second situ- 
ation is most desirable because: (Check three answers.) 



1. 


help is assured. 


2, 


Federal authorities are involved. 


Q 

* 


time is saved. 


4. 


there is a legal basis for the help given. 


5. 


nobody has to pay for the help. 


6 , 


taxes are reduced. 



O 
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FRAME 12 

The mutual aid pact is a legal agreement between Jurisdictions to 
help each other in emergencies. The agreement is signed by the heads of 
the gover nm ents involved. The help comes through official channels. 
(Check the situation below which is consistent with this information on 
the way a mutual aid pact functions.) 



1. There is a severe ice storm. An adjacent city 
loses its electrical power. An electrical 
engineer from your local Public Works Depart- 
ment volunteers hie services, on his own time, 
to the other city to help in the emergency. 

2, A severe snow storm leaves your Jurisdiction 
virtually paralyzed. Another city close by 
received a much smaller snowfall. In response 
to an official request from your mayor, the 
neighboring city quickly sends snow removal 
equipment to assist you. 



FRAME 13 



The yules and standards of mutual aid pacts ‘typically covey such 
■things as free access across boundaries * the provision of resources and 
services ? arid "the exrtent to which the resources and services will be pro- 
vided. Usually 5 the rules and standards of mutual aid pacts also 
define who will declare that a state of emergency exists^ who will be 
in charge of the forces and resources received* and who will provide 
compensation and death benefits for those injured or killed while render- 



Would a mutual aid pact make provision for handling problems like 
those in the situations below? (Refer to the information given above 
as you check your answers, ) 



1, One community has a surplus of shelters. 
An adjacent community has too few. The 
community with the surplus shelters 
officially agrees to share this resource. 
Would this item be covered in a mutual 
aid pact? 

2, A fireman from your jurisdiction is 
critically in jarred fighting a major fdre 
booming out of control in an adjacent 
city. He was sent to the fire officially 
by his Fire Chief, Who is responsible 
for his compensation? Would you find 
the answer* typically* in a mutual aid 
pact? 

3, Looting breaks out in your jurisdiction 
following a tornado. The neighboring 
city sends police reinforcements to aid 
you,. Would you expect the items in a 
mutual aid pact to cover who will 
direct the police while they are in 
your jurisdiction? 



ing aid 



Yes Ko 




1 ? 




FRAME l4 



Does your local Jurisdiction have any mutual aid pacts with other 
Jurisdictions, or any Joint county-city agreements or ordinances? Your 
City( County) Clerk can tell you, or direct you to the person who can tell 
you. You should: (Check the test response.) 



1. do nothing until a disaster strikes. 

2, act now, if you do not know: Ask the City 

” (County) Clerk, 

You need to know what mutual aid pacts exist in your Jurisdiction 
and what they include because: (Check, the best response.) 



1. you have to be able to discuss mutual aid pacts 
impre s s 1 ve ly . 

2. you use the information in planning for emer- 
gency operations in your Jurisdiction, 



If you find there are no mutual aid pacts in your jurisdiction, 
which action below should you take first ? (Check the best response.) 



1 . 


Recommend to your Chief Executive that mutual aid 




pacts be adopted* 


2 , 


Analyze your local situation arid decide whether 




or nob your Jurisdiction should have mutual aid 
pacts with neighboring Jurisdictions. 


3 . 


Decide on the provisions which the mutual aid 


pacts mil include t 



FRAME 15 

Which list 'below is the best summary on mutual aid pacts? (Check 
Item 1 or Item 2 . ) 



1* a. 


Signed* legal agreement . 


b. 


Between heads of governments* 


e. 


Assistance in emergencies. 


d. 


Rules and standards under which the 
assistance is given. 




2- a. 


Informal agreement to assist. 


b. 


Made between departments of government. 


c. 


Assist with food supplies. 


d. 


Assistance at a txy time. 
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I.B. STATE CIVIL DEFMSE LAW. 

FRAME l6 

The local jurisdiction is a political subdivision of* the State. 

Your local civil defense ordinance and activities , then, derive their 
authority from your State civil defense law and directives. This means 
that the State civil defense law and directives give the local juris- 
diction the right to enact whatever local civil defense ordinances it 
needs to cover its operational program, so long as those ordinances 
stay within the limits of the authority granted by the State. 

You read the above inf ormat i on and conclude* "The points being 
made here are that the State civil defense law gives the authority for 
local governments to pass their own civil defense ordinances, and also 
that local, civil defense ordinances: (Check the best response*) 



1. are not too necessary, so X can forget about 
them and get on to other business . " 

2 . have little relation to State civil defense 
law. " 

3- should not be contrary to the requirements of 
State civil defense law. ,f 
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FRAME 17 

Seme Stale civil defense laws are permissive where the political 
subdivisions are concerned. others are directive. An example of a per- 
missive State law would he one which says that every county "may have*" 
or "should have * " or "is authorized to have,," a civil defense organiza- 
tion,* In contrasty a directive State law would say that every county 
"must have.," or "shall have*" or "is required to have,," such an 
organization. 

(Below are excerpts from State civil defense laws# Check the one 
which is directive . ) 



1. "It is hereby found and declared to he necessary 
to create a State Civil Defense Agency* and to 
require the creation of county and local organi- 
zations for civil defense in the political sub- 
divisions of the State." 

2# "Each county of this State is hereby authorized 
to establish and maintain a County Civil Defense 
Advisory Council and a comity civil defense orga- 
nization in accordance with the State civil 
defense plan and program. ” 



*NOTE i Nearly all State civil defense laws and many local ordinances 
are written in terms which describe civil defense as an 
organization. Today the more popular view is that civil 
defense is an activity , an activity of government . Nevertheless* 
you need to be familiar with the laws which affect your gob 
regardless of how they may be worded* 
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FRAME 18 

State law represents higher authority than local ordinances repre- 
sent, Therefore, local civil defense ordinances must oonform to State 
civil defense laws -which are restrictive or directive. As an example, 
let*s use one provision found in some State laws . That is, some State 
civil defense laws reserve to the Governor the right to seize any private 
property which is needed for emergencies and do not allow any local 
Jurisdiction this authority, Now, using your local civil defense ordi- 
nance and your State civil defense law, answer the following questions. 
(Circle your response, ) 




FRAME 19 



Consider the following situation. Suppose that you did cheek your 
local civil defense ordinance and found that there was a provision in 
it for the seizure of private property. Let us suppose, further, that 
you found this was not legal according to your State civil defense law. 
You should : (Check the hest response. ) 



_1, not worry about it, because the chances are that 
your local jurisdiction will not be seising any 
private property in emergencies, 

_2« recommend to your Chief Executive that the ordi- 
nance be changed to be consistent with the State 
law, 

3. write to the State Attorney General and point 
out that the State civil defense law should be 
changed to permit emergency seizure of private 
property by the local Jurisdiction. 



3 
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FRAME 20 



We have said then that* as Civil Defense Coordinators it is your 
Job to make sure that the legal machinery under which you operate is 
adequate. We have also said that in order to do this you should: 
(Check the best response.) 



1. expect that your Chief Executive -will accept 
responsibility for interpreting for you the 
legality of your local civil defense ordinance. 

2* work to improve your local civil defense ordi- 
nance without concern as to whether or not it 
conflicts with State law. 

3* compare your local civil defense ordinance to 
your State civil defense law in order to be 
sure your local ordinance is legal ^ and to make 
recommendations for changes ? if necessary. 



NOTE: CONSULT YOUR CITY (OR COUNTY) ATTORNEY. HE WILL HELP YOU WITH 

THE LEGAL ASPECTS OF YOUR JOB. TAKE THE INITIATIVE, GO TO HIM, BUT 
BE AS KNOWLEDGEABLE AS POSSIBLE WIEN YOU GO. 



FTRAMB 21 

(Using your State civil defense law, complete the following -work- 
sheet to he nsed as an on-the-job reference guide, ) 

WORKSHEET ON STATE CIVIL DEFENSE LAW 

1. My State civil defense law is 

(Title of Act) ™ “ 

2 , My State civil defense law establishes a State civil defense agency 

with a director , (Circle one.) Yes No 

3* My State civil defense law describes the duties and responsibilities 
of the State Civil Defense Director . (Circle one.) Yes No 
4. According to my State civil defense law: 

a. The h as the final re spans! - 

(Title of position) ~ 

billty and authority for civil defense in my State under normal 
day-to-day operations . 

b. The h as the final responsibility and 

(Title of position) 

authority for civil defense during an emergency in my State, 

c. The requirements which my local government must meet in ful- 
filling its civil defense responsibilities are: 



d. The prescribed city- county relationships are: 
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FRAME 22 



Suppose you found, as you worked on Frame 21, that you could not 
read "the Stale civil defense law and be sure of the correct answers for 
some of the items included there. As a Civil Defense Coordinator, you 
should: (Check the best response,) 



| 

I 

l 

l 



1. skip the whole worksheet as an impossible 
paper and pencil exercise which has no meaning 
to you in your Job, 

2. hire an attorney to read the State civil 
defense law and tell you what the answers 
are 4 

3 . consult with your State Civil Defense Office 
and/or your City (County) Attorney for help 
in determining what the State civil defense 
law does require of your Jurisdiction. 






O 
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local civil defense ordinance 
have learned tba-t yonr Tnin hing this over, 

e + B.-be civil defense law. lioxn^. ng 
hori-by from yonr s local ordinance 

„, f does our Jurisdiction need a 1 

r to y ourself > W „ T<m none to the eon- 

, 0 . 0+p civil defense raw- 

Have an adequate Si ale civir 

. . ( rrhecfc the "best response.) 

n that your Jurisdiction: 

~ a ds a Xocal civil defense ordnance to xnsure 
the legality or its own Jga* — — «* ^ 

■felons program. 

needs a local civil detense ordinance only 

Q-t-o+e civil defense law. 
von Have no Slate civi 

does not need a local civil defense ordinance 
side, it can rely entirely on your State o vx 

defense law. 
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I.c. FEDERAL CIVIL DEFENSE LAW, 

FRAl® 2k 

You have studied about local civil defense ordinances and some of 
the provisions they should contain. You now know that these local 
or dinan ces are based upon the authority of State civil defense law. 

But there is also Federal law which affects your Job as a Civil Defense 
Coor din ator, The Federal Civil Defense Act of 1950, Public Law 920, 

8lst Congress, as amended, is the specific legal basis for national 
civil defense in the United States, By following the provisions of 
Public Law 920, States can qualify for the Federal assistance which is 
made available to them and their political subdivisions by that Law, 

In this sense, then. State civil defense laws must be consistent with 
Federal civil defense law. All States now have such laws. 

The above information has told you that* (Check the best response,) 



1. 


■there is a Federal ci-vil defense law^ Public Law 
920 5 and one reason this law is important to you 
is because it makes Federal assistance available 
to those States and their political subdivisions 
which qualify for that assistance* 


2. 


your State may act independently of the Federal 
Government in the matter of civil defense without 




any adverse consequences. 


3, 


it really is not important to you whether there 
is a Federal civil defense law* because it has no 
bearing upon your Job as a Civil Defense Coordi- 




nator o 
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FRAME 25 



I 
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Your State civil defense law establishes what your State government 
will do in civil defense* Your State civil defense law also states what 
the civil defense responsibilities are of its local political subdi- 
visions. In the same way 5 Public Law 920* the Federal Civil Defense 
Act of 1950 ? as amended* establishes who has responsibility for civil 
defense within the Nation as a whole* This Act of Congress (Public Law 
920 ) says that responsibXity for national civil defense is "vested 
jointly in the Federal Government and the several States and their 
political subdivisions. 11 

(Check the most desirable situation below:) 



_1. You read the information above and decides 

"Well* the main responsibility is not with us 
here in my local jurisdiction. Mainly* civil 
defense is the rosponsibili by of the State &.nd 
Federal Governments# " 

2, You read the information above and decide* " All 
units of government have a responsibility, A 
coordinated effort* among all governmental 
units concerned* is essential to effective 
civil defense," 
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FRAME 26 



Place yourself in the following situation. 

You have just addressed the local Parent-Teachers Association. 

One member, during the question and answer period, asks why you think 
it is "right" to spend local taxes on civil defense, since civil 
defense comes under a Federal law. You point out that: (Check the 

best response.) 



_1. a civil defense program is desirable because it 
will save lives in a disaster, and that makes it 
legal and "right" to spend local funds. 

2. your local civil defense program is based upon 

local and State law, as well as Federal law, with 
joint local, State, and Federal responsibility. 
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FRAME 27 



Check the statements below which are true according to what you 
have Just studied on State and Federal civil defense laws. 



1 , in its civil defense law, a State may indicate 
what a local Jurisdiction is permitted to do in 
civil defense or It may indicate what the local 
Jurisdiction is required to do, 

2, The civil defense ordinances of local Jurisdic- 
tions must conform to State civil defense law 
requirements , 

3, The local Civil Defense Coordinator has a respon- 
sibility to work for legal and adequate local 
civil defense ordinances. 

4, The local Civil Defense Coordinator cannot know 
whether his local civil defense ordinance is 
legal and adequate unless he is familiar with 
what his State civil defense law requires, 

5, State civil defense laws are based upon the pro- 
visions and authority of Federal civil defense 
law. 

6, According to law, civil defense in the United 
States is a responsibility shared Jointly by 
local. State, and Federal governments, 

END OF UNIT 1 



31 



36 



i 



? 



UNIT I- -BEST RESPONSES 





FRAME/ RESPONSE 

1 . 2 

2. 3 

3. 2 

4 . 3 

5. 1-a 

2-b 

6 . 3 

7, A-2 
B-4 
C-l 

8, a-3 
b-4 
c-i 

9* All but 5, 7 and 10 axe 
critical to your function* 
All should be included in 
your ordinance. 

10 . 2 

11 . 1 

3 

4 

12 . 2 

13. 1-yes 

2 - yes 

3 - yes 



FRAME/ RESPONSE 

14. 2 

2 

2 

15- 1 

16. 3 
17- 1 

18. 

19. 2 

20 , 3 
21 . 

22 . 3 

23. 1 

24. 1 

25. 2 

26. 2 

27. 1 

2 

3 

4 

5 

6 
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THE CIVIL DEFENSE DIRECTOR/ COORDINATOR: 
AN ORIENTATION TO THE POSITION 

UNIT I TEST 



TEST TYPE; Multiple Choice 

NUMBER OP QUESTIONS: 10 

VALUE OF EACH QUESTION; 10 points 



DIRECTIONS : 

1. Locate your student number on the cover of this textbook. 



2 . 



3 . 



4 . 



Select an answer card from those included in your instructional 
materials and enter your name, address, zip code, STUD N 
NUMBER and UNIT NUMBER in the spaces provided on the card. 

Each test question is followed by four possible responses. 

The questions are designed so that more than one of the 
four possible responses may appear to be correct. Iiowever^ 
in each question there is one response which is fetter than 
the other three. Select the one (only ONE) which best 
answers the question. Make your selection on the basis o f 
information given in Unit I , not on the basis of your local 

situation* 

Mark the answer you have sen acted on the answer card, using 
a soft lead pencil. Make a heavy mark completely covering 
the space between the lines of the answer you select. For 
example, if your answer for the first question were a, 
you would mark the answer card as follows: 



1 . 



5. Mail the completed answer card; it is self-addressed and 
postage paid. 
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1. You ask your City (County) Clerk fv,„ „ 

defense ordinance and find there is your local civil 

action given below would be toT ordinance. The best 

a * rely on State civil def’pn^pi 4 , . „ 

legal basis for your local civil Se^enS p r ^f S necessa ^ y 

b ' «- ^ 
community. presents a problem in your 

*• U3S yOW POSWi ° n “* *>»»— -to. change the situation. 

d - as possible 

* . good civil defense ordinanfe? ' sdlctl °n which does have a 

Defense ^Coordinator ^efined^in^the S 1 a ? thority of the Civil 

rs desirable because it: C1Vl1 defense ordinance 

lT?h) f ^cl I 7S?SstS„r erSen<!y Pla,ml ”S •»« operations ‘ 

- . -*• m ° re •“*»«* W the 

Coot tinato^posSKn^f thf sgtTatll SjensfofS ? 55 ' 
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3. If your local civil defense ordinance does not provide for develop- 
ment of an emergency operations plan by your local Jurisdiction* 
your best action would be to: 



a, continue with other critical tasks in your Job* since your 
Jurisdiction has managed thus far without such a provision 
in its civil defense ordinance . 



b, work with the department heads on the preparation of such 
plans* while you work to get the ordinance revised, 

c. encourage the department heads to develop such plans anyway* 
thus eliminating the need to have the provision in the 
ordinance. 



d. do nothing until you first have the legal machinery to support 
your emergency operations program, 

4, A hurricane is an immediate threat to your locality. Which of the 
lists below contains the provisions from your local civil defense 
ordinance which would help most with the cruel a! decisions your 
Jurisdiction might be making shortly? 




i 



-r 

l 




a. Definition of civil defense* who has final authority for civil 
defense decisions in normal day-to-day operations* penalty for 
violation of the ordinance. 

b. Who has final authority for civil defense decisions in normal 
day-to-day operations* who has control of emergency operations* 

effective date of ordinance 

c. Lines of succession* definition of civil defense* provision of 
an emergency operations plan. 

d. Provision of an emergency operations plan* lines of succession* 
who has control of emergency operations. 
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5, Your local Jurisdiction wishes to make sure that an adjacent Juris- 
diction will pool its resources with yours if a flood occurs. The 
best way to assure this is through providing for it in: 

a. the civil defense ordinances of the Jurisdictions, 

b. an emergency operations plan. 

c. a mutual aid pact. 

d. an informal working agreement . 

6. Two reasons why it is important for a Civil Defense Coordinator to 
be familiar with his State civil defense law are that he will then 
know what the State will do for his local Jurisdiction in an emer- 
gency and what emergency powers are granted to the local Juris- 
diction by the State. Another most important point is that he must 
know what his State civil defense law contains in order to be sure: 

a. that the State law conforms with the Federal Civil Defense Act 
of 1930, as amended. 

b. that his local civil defense ordinance conforms with State law, 

c. to whom he reports in the State Civil Defense Office. 

d. how he is required to organize his local emergency operations. 

7. The specific legal basis for national civil defense in the United 
States is: 

a. an Act of Congress. 

b. the Federal Constitution. 

c. a Presidential Executive Order. 

d. a Department of Defense Directive. 
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8. You make a plea for a local civil defense ordinance be ore the group 
of government officials who have the power to pass it. They resist 
the idea that such legislation is needed, saying the Federal Govern- 
ment is responsible for civil defense. You explain that: 

a, you realize they are right, but the local government still 
should assume some responsibility, 

b, you think they are mistaken, because your State government 
has shown it has responsibility by passing a State civil 
defense law, so the local subdivisions should do likewise, 

c, they are right in that the Federal Constitution says nothing 
about civil defense, but with changing times, the State and 
local subdivisions must assume responsibility. 

d, they are mistaken because, according to Federal law, all units 
of government have some responsibility, 

9, Which of the situations below best describes your Civil Defense 
Coordinator position as it relates to your local Jurisdiction? 

a. You have no responsibility for assuring that the emergency 

planning and operations of your local government rest upon an 
adequate legal base, 

h. You have authority to demand local legislation which conforms 
to Federal law. 

c. You use a legal base for assisting local government departments 
to draw up and use a plan for coordinated operations in 
emergency, 

d. All of the responses above (a, b and c;), 

10. As a Civil Defense Coordinator, you should work to assure that your 
local civil defense ordinance : 

a, is in agreement with the civil defense ordinances of adjacent 
Jurisdictions. 

b, provides for the authority, duties, and responsibilities of the 
department heads. 

c, outlines the civil defense organization in detail. 

d, provides for continuity of government through lines of 
succession. 
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UNIT S 



STAFF COLLEGE OFFICE OF CIVIL DEFENSE • DEPARTMENT OF DEFENSE 



RELATIONSHIPS: 

How Do I Relate to 
Local? State and 

Federal Governments? 



UNIT II. RELATIONSHIPS: HOW DO I RELATE TO LOCAL* STATE * AND FEDERAL 

GOVERHFIENI5? 

A. Relationships with local government. (Frames 1-11 ) 

1* Iniragovernmental relationships. 

a. Staff man within local government structure. 

(1) Advise chief executive and department heads on 
emergency preparedness and operations matters* 

(2) Coordinate with the departments the planning for and 
development of the local jurisdiction’s emergency 
operations plan. 

( 3 ) Coordinate the Integration of the emergency plans and 
resources of organizations and individuals in the com- 
munity into the local jurisdiction’s emergency opera- 
tions plan, 

2* Intergovernmental relationships. 

a* Staff man within local government structure. 

(1) Advise chief executive on emergency planning and 
operations involving city/county relationships * as 
well as relationships with other local jurisdictions 
in the surroimding area* 

(2) Coordinate with the county (or cities of the county) 
and adjacent jurisdictions the integration of all of 
of the local emergency operations plans of the area 
Into one area emergency operations plan, 

B. Relationships with State government. (Frames 12-18) 

1, Staff man within local government structure. 

a. Know and interpret for local jurisdiction the relation- 
ships between the State Civil Defense Office and the local 
jurisdiction which are prescribed by the State civil defense 
law, 

b. Know and secure the State civil defense guidance which is 
available to the local jurisdiction, 

c. Know and interpret for the local jurisdiction the policies* 
regulations* and procedures set up by the State Civil 
Defense Office. 



C* Relationships mth Federal government* (Frames 19* 20) 

1. Staff man within local government structure, 

a. Indirect relationship: local Coordinator to State Civil 
Defense Office to OCD Regional Office, 

b. Direct relationship: written materials. 





UNIT II. RELATIONSHIPS l HOW DO I RELATE TO LOCAL, STATE, AND FEDERAL 
GOVERNMENTS ? 

In the last few years the local governments of the United States 
have become more disaster conscious than ever. As Civil Defense 
Coordinator, you have a very special and important : ole in building 
your local Jurisdiction's capability for coping with disasters. You 
help the various departments of your local government to develop a well- 
organized and staffed operation, geared to any kind of emergency 
situation. 



The leaders of local government* the department chiefs* and the 
people in your community* should look to you as the: 



PROFESSIONAL who gives leadership in the development of an 
emergency operations plan; the 

COORDINATOR who ties together the emergency responsibilities 
of local government departments* non -government 
agencies* industry* and volunteers; the 

STAFF MAN who advises the government leaders in their 

decision-making* in emergency preparedness and in 
emergencies; the 



LIAISON MAN who represents them to State and Federal civil 
defense agencies in matters of coordination* 
obtaining matching funds and other support* and 
in establishing mutual aid relationships with 
surrounding communities; and the 



KNOWLEDGEABLE who can interpret civil defense as emergency 
SPOKESMAN operations* 

The top government official in your Jurisdiction will continue to 
be responsible 1 or the civil defense* or emergency operations* program* 
You* however* have to be the prime mover behind that program* 

Unit II of this course will: 

1, show you how you function as a staff man within the structure 
of your own local government* and 

point out how you relate to other governmental structures 
(local* State* and Federal) as you function. 
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XI, A, RELATIONSHIPS WITH LOCAL GOVEREMEMT. 

FRAME 1 

If your situation is like that of most Civil Defense Coordinators 
across the United Staten, you are in the position of a staff man in the 
local government structure. Being a "staff man" means that you serve as 
advisor and assistant to the Chief Executive of your jurisdiction on 
matters relating to emergency planning and operations. To illustrate, 
let’s say that your jurisdiction has no warning system. You realize 
that a warning system is essential to an emergency operations program. 
You gather and analyze all the facts related to the problem of getting 
an adequate system installed. You present these facts to the Chief 
Executive with your recommendations on the action he should take. In 
this you have served as a staff man. 

Suppose, then, that your jurisdiction had no emergency operating 
center. As the Chief Executive's emergency operations staff man, you 
should: (Check the best response,) 



1. ask the Chief Executive whether he thinks an emer- 
gency operating center is necessary. 

2 . do nothing , 

3. find out what will be involved in establishing an 
emergency operating center, inform the Chief Execu- 
tive, and make recommendations. 



FRAME 2 



As a staff man, you are TTQT in the line of command bet ween the Chief 
Executive and the department heads within the local government. That is 
you have no authority over those department heads except as such author- 
ity is specifically granted to you by the Chief Executive to represent 
and act for him. For example ? you do no- "direct" the Fire Chief to do 
anything. You do not "tell" him to be at a meeting. You do not "tell" 
him to recruit auxiliary firemen j or to train his emergency operations 
staff. Rather ^ acting for the Chief Executive ? you work with the Fire 
Chief , assisting him in his emergency operations planning. 

Consider the following situation. You are a new Civil Defense 
Coordinator* You are anxious to begin work on an emergency operations 
plan for your jurisdiction. Thinking through what action you should 
take 3 you finally decide that a meeting of department heads should be 
held to discuss the development of the plan. You then: (Check the best 

response, ) 



1, set the time and place for the meeting and notify 
the department heads that they are to attend, You 
advise the Chief Executive of the action you have 
taken. You plan to chair the meeting, 

2, advise the Chief Executive that such a meeting 
should be held ? giving him the reasons why you think 
so. You recommend that he call the meeting and plan 
to chair it. You suggest possible dates which you 
have determined are convenient for those who will 

be involved. 



FRAME 3 



Here is another illustration of your position as staff man in the 



local government structure* The first week after you were appointed 

Civil Defense Coordinator, your Chief Executive issued a directive to 

all department heads. It said in part: 

All departments and agencies of the government of this 
jurisdiction share the responsibility of serving and 
protecting our people during normal time s and during 
times of emergency, I consider that our civil defense 
plans for the security of our people during emergency 
periods 5 which may he brought about by natural disaster 
of war 5 are of utmost importance. The Civil Defense 
Coordinator is responsible tome for coordinating the 
development of an emergency operations plan for this 
jurisdiction. Accordingly, the head of each depart- 
merit or agency is requested to give the Civil Defense 
Coordinator the fullest cooperation and assistance as 
he acts for me in this capacity. 

This directive made clear what your responsibilities and authority 
were and how you were to relate to the departments of your local govern- 
ment* As a re suit 3 you were able to: 

1. call department heads , or their representatives, to meetings % 

2, expedite planning for emergency operations. 

(Check the rule below governing your position as staff man in the 
local government structure which this situation best illustrates.) 



1, As staff man 3 you have no authority over the 
department heads of the local government. 

2 . As staff man, you have authority within the local 
government structure if it is specifically 
granted to you by the Chief Executive, 



FRAME 4 



A neighboring community wants to dispose of a surplus fire engine. 
You call your Fire Chief to inquire whether* in terms of his emergency 
operations plan* he has need of this engine. The Fire Chief says he 
could use it. He asks you to help him with a recommendation to the 
Chief Executive that the engine be purchased. You assist- him* because 
as staff advisor and assistant to the Chief Executive* you also serve 
as advisor and assistant to the department heads on emergency prepared- 
ness matters. They are the experts. You do not tell them how to do 
their jobs* you only assist them in getting the jobs done* 

(Check the situation below which is most consistent with the infor- 
mation above,) 



JL- The Police Department does not have an emergency 
operations plan. You go to the Police Chief to 
find out how they will operate in an emergency. 
You tactfully ask questions which point up the 
need for a plan. He thinks through each situa- 
tion you bring up and tells you what should be 
done in each case. The two of you a,re still 
working at 11:00 p . in , * producing a first rough 
draft of his jplan, 

2. You call your wife to say that you will be home 
late for dinner because the Police Chief does 

* not have any emergency operations plan for his 
department* so you are going to write one on 
your own. Since the plan is due in your Chief 
Executive’s office by 11 : Op a.m. the next day* 
you will have to work late in order to get it 
done on time. 
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FRAME 5 



Let f s look at another example of how you function in your position* 
Suppose that j in thinking of emergency operations * you see the importance 
of the movement of emergency vehicles (police cars* ambulances* fire 
trucks)* You realize the serious consequences which could result if 
these vehicles attempted to use a street which was blocked by damage * or 
by repair crews. You find that at no place within your local juris- 
diction is information on the closure of streets coordinated* You advise 
the Chief Executive of the need for such coordination and of your plan 
to provide it* You discuss the problem with the fire* police* and other 
department heads. They agree on wanting you to provide the service. 

They tell you what they have to know about street closures and when. 

You pool the information* come up with a system for meeting the need* 
and issue instructions on procedures to he followed. In this you have 
functioned as a staff man to the Chief Executive 3 by coordinating with 
the various departments * advising the Chief Executive* and developing 
and recommending a plan of action, 

(Check the situation below which best illustrates that part of your 
function described above,) 



1, In normal times* the Police Department regularly 
calls upon the Department of Public Works to put 
up traffic barricades when they are needed* You 
feel the procedure used does not meet the require- 
ments of a disaster* You issue a memo directing 
that the procedure be modified, 

2, You talk with the Police a A d Fire Chiefs about 
their emergency operations plans , They agree 
that the procedures under which they cooperate 
with each other during normal times should be 
extended to cover disaster situations. With 
the consent of both men* you arrange a mutually 
satisfactory time for a meeting of the three of 
you to work out an adequate procedure for 
operations in a disaster* 

3* You ta.lk with the Chief of the Medical Department 
about his emergency operations plan* including 
his need for ambulances in a disaster. He 
complains that the police respond to his calls 
for ambulances only if and when they want to. 

You remind him that he is the expert. He should 
go ahead and write the procedure into his 
emergency operations plan as he sees it should 
work* and the Police Department has no alternative 
but to comply* The plan is written accordingly. 
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FRAME 6 



In your job as staff man for the Chief Executive , you also advise 
an f\ coor ^i n ^ e the local jurisdiction 1 s emergency preparedness activities 
with community organisations , such as the Service Clubs, PTA’s, and 
church groups. Your role in this does not differ from your role in 
working with the Chief Executive and the department heads. 

Here is an example of what we mean. Suppose the President of the 
local Restaurant Association came to you and offered to take care of 
mass feeding in disaster. You know that your jurisdiction* s emergency 
operations plan states that the Welfare Department , with Uhe aid of the 
Red Cross, will handle emergency mass feeding. Yet you want to integrate 
the resources of all local organisations into the emergency plan. So, 
acting in the capacity of advisor and coordinator, you thank the 
President of the Restaurant Association and: (Check the best response.) 



* explain that the Welfare Department has over-all 
charge of emergency :.:ass feeding. You then deter- 
mine from him what kinds of equipment, manpower, 
supplies, and other resources, the Association 
would have available, and how they see themselves 
as fitting into the picture* You next discuss 
^ith the Welfare Chief how these resources might 
best be incorporated into his emergency operations 
plan. Finally, you assist the Welfare Chief in 
drafting a mutual assistance agreement for the 
Chief Executive and the President of the Restaurant 
Association to sign, 

2, suggest that he get in touch with the Chief of the 
Welfare Department who has charge of mass feeding i 
in emergencies. You then explain regretfully that 
you have a meeting you must attend for which you 
are already late, 

3* explain that mass feeding has already been 

arranged for. You add that you are sure you will 
be able to find something which the Restaurant 
Association can do even though it may be in an 
area other than mass feeding. You tell the 
President that you will be in touch with him, 
and then you forr^t to call him. 



FRAME 7 



During a visit with a former City Clerk of your Jurisdiction, you 
begin to realise what an influential position in the community this man 
has retained even though he is retired. For one things he is a good 
friend of the President of the local Retail Merchants 1 Association, and 
you are having a hard time persuading that group to cooperate in the 
community shelter program. So you explain the shelter program to the 
former City Clerk and solicit his help in convincing the Association of 
the importance of fallout shelter for all citizens. He contacts the 
Association President. As a result, you are invited to the next Associa- 
tion me'eting to brief the membership and outline how they can be of 
help. 

Looking back over this experience, you realise that it illustrates 
one specific way you should function in your Job P It best illustrates 
that; (Check the best response*) 



1. you sometimes need to identify influential 
members of the community and informally secure 
their assistance in planning for emergency 
operations, especially in working with com- 
munity organizations. 

2, you serve as staff advisor to the Chief 
Executive of your Jurisdiction in working with 
local government organisations. 

3# an important part of your Job as staff man for 
the Chief Executive of your Jurisdiction is to 
coordinate activities between different groups 
which exist in your community. 
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XI. A, 2. Relationships With Other Local Governments, 

FRAME 8 

Shortly after you take the job of Civil Defense Coordinator, you get 
a letter frcan a friend who is in a similar position in a city of another 
State. He tells about the strong township governments where he lives 
and the relationships which cities are required by State law to maintain 
with these townships. You remember having talked with a Cooi dinator in 
a city of yet another State who mentioned the relationship between his 
city and county which was required by his State law. His city had no 
Health or Welfare Departments of its own, and the county operated such 
departments within his city. You become concerned and sa^ to yourse lf ; 
(Check the best response.) 



_1. "Do I know all 1 should about my local situation 
and how the requirements of existing law may 
affect my relationships with other local juris- 
dictions, I had better make sure." 

J-* How can X possibly he expected to know legal 

aspects like this? X am no lawyer j I am only a 
staff man and not responsible for legalities." 

. 3 * "the situations of these men -have anything in 

common with me? No, not really. If we ha d any 
legal relationships with other jurisdictions of 
whi ch I should be aware , someone in our govern- 
ment would have told me," 



what relationships are established by law between the local 
jurisdictions within your State will help you to work within their con- 
straints and also to make maximum use of their advantages. 



FRAME 9 

As you study into the relationships between local jurisdictions in 
your State which are established by law, you will become aware of another 
thing That is, you will probably often represent your Chief Executive 
in the emergency planning and operations which involve other nearby 
local governments. You function in the same way in these activities as 
you do within your local government structure— as a staff advisor and 
coordinator for your Chief Executive. This is a sensitive area, since 
usually no line of authority exists between these governments. What 
gets accomplished will more than likely get done through the use oi 
influence and cooperation, rather than in any other way. 

Here is an example of uhis principle. The man in charge of shelter 
management in your jurisdiction decides to make a quick visit to some 
shelters you both have heard about out in the county. On short notice, 
he asks you to go along. You feel the trip will help you in advising 
your Chief Executive on the direction your shelter program should 
take, so you hurriedly leave with the shelter manager. VThile you are 
busily inspecting one shelter, the County Coordinator comes m and finds 
you there. He is obviously irritated. You assume he is displeased 
because he feels : (Check t 16 best response. ) 



1 . 


you have shelters in your own area you should have 




visited first. 


2. 


your chief shelter manager should not he with you 




on the trip. 


3. 


you should not be in his county officially looking 
at shelters without first having coordinated the 




visit with him. 
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¥our coordination of emergency planning and operations with 'ther 
nearby jurisdictions will also involve the assistance you. will need from 
each other when a disaster strikes. Consider the following situations: 

1* Your city is crippled by heavy snow. You have learned that in your 
particular State mutual aid pacts exist between the counties of the 
State. You also know that, under the standing operating procedures 
of these mutual aid pacts, the State Civil Defense Office coordi- 
nates the requests for aid coming from the counties. You consult 
with the department of your city which is responsible for snow 
removal as to what help they need. You advise your Chief Executive 
of the help required and then proceed to request that help from 
adjacent counties. You go through your county and 'State Civil 
Defense Offices, as required by the standing operating procedures 
of the mutual aid pacts. 

2, A tornado strikes in another county. Because you know that mutual 
aid pacts exist between the counties of your State, you advise your 
Chief Executive that your city could possibly receive requests for 
police, fire, health, or rescue assistance, and that the city depart- 
ments should be alerted. You coordinate with the departments j the 
request for help comes; your city is able to assist at once, 

(Check the statement below which best illustrates the rules common 
to the two situations above.) 



_1- Since your emergency operations plan should not 
exist in isolation within your State, mutual aid 
pacts between jurisdictions should be set up by 
the State, Thus you, as Civil Defense Coordinator, 
are relieved of responsibility for emergency opera- 
tions planning between your jurisdiction and other 
local jurisdictions. 

Since the emergency operations plans of local 
juri sdiet ions must fit together to make a total 
plan for the State, mutual aid pacts between the 
jurisdictions are necessary. You need to know 
what mutual aid pacts affect your jurisdiction, 
and how they operate. You can then: (a) advise 

your Chief Executive on emergency actions which 
should be taken by your jurisdiction and (b) 
coordinate, within procedures which are already 
set up, the giving and receiving of help. 
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FRAME 11 

(The letter below reviews how you function in your Job. Read the 
letter and complete the problem following it.) 



Dear Joe : 

So you are now a Civil Defense Coordinator: As a long-time member, 

let me say, "Welcome to the club," 

In this job , Joe, a person has to be like an alert salesman who sees 
early that a new item is needed on the market. Then he gets the item out 
there ahead of everybody else, and makes the profit. 

Let me talk that up a little. Suppose you saw a need for e^qpanding 



the intelligence function of your Police Department. You talked with 
the Police Chief about how important it was to know ahead of time what 



might happen, in order to take preventive action before an emergency 
arose. Since it was impossible for the Police Department to do all of 



this extra work alone, /you suggested that you arrange a planning session 

(a) 

In which he and his people could take part J He agreed. You then 

/advised your Chief Executive of the need and the pla n for a meeting. 7 

(b) _ 

Now, for this meeting, you /brought In people from the publ.i c power 

(c) 

company, the telephone company, and other companies who had crews all 



over the city; you brought in operators of certain neighborhood stores 
and people in other s trategic positions who might know about arising 
problems J At the meeting you recorded the decisions and from those 
decisions ^ou assisted in the development of a basic emergency operations 

(a) —7 

plan. You got the Police Chief to OK the draft you wrote of the plan./ 
Next, you prepared, for the Chief Executive's signature, the directive 
which issued the plan. 
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FRAME 11 (continued) 

Maybe, living in the metropolitan area that you do, you even went a 
step further and /worked out some kind of an agreement with the nelghbor - 
ing j urisdictions to exchange police intelligence ,/ since trouble m one 
of your jurisdictions could easily mean trouble in another. 

So this is the kind of thing I mean when I talk about our job being 
like that of an alert salesman. You see a need, work to meet the need, 
and reap the profit. In all of the situation with the Police Chief, 
which we used as an example, the better you made him and the Chief 
Executive look, the better you looked. More and more I realize, Joe, 
that this is a team job. It can't be anything else. 

Let me hear how you are doing, Hope to see you at the State Meeting 
of our Coordinators' Association next month. 

Sincerely, 

(The situation in this letter illustrates how you function in your job. 
Parts of some of the sentences are bracketed and identified by small 
letters. Place each letter designation of bracketed material beside the 
numbered statement of your job function below which it moat nearly 
illustrates . ) 



1, Advise your Chief Executive on matters relating 
to emergency preparedness. 

2, Assist the departments of local government in the 
development of their emergency operations plans, 

3* Coordinate the integration of- * the resources of 
agencies within the community into the emergency 
operations planning of local government, 

4. Coordinate with neighboring jurisdictions the 
integration of all local emergency operations 
plans into an area plan. 

5. Coordinate with the departments of local govern- 
ment the planning for emergency preparedness. 



i 
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XI., B, RELATIONSHIPS WITH STATE GOVERNMENT * 



frame 12 

In your relationships wit \ the State Civil Defense Office 5 your 
function does not change. You continue to act as a staff man in the 
structure of local government. You coordinate emergency planning and 
operations activities between the State Civil Defense Office and your 
local government and keep your Chief Executive advised. This means that 
you have to be knowledgeable in many areas. 

For example 3 siippose you go to the President of a manufacturing 
company in your local Jurisdiction to discuss with him the possibility 
of using his buildings as public fallout shelters. He is reluctant to 
cooperate. He is concerned that he would be liable for damages* if 
someone in a shelter on his property got hurt. You reassure him* explain- 
ing that special State legislation has been passed to protect him* so 
that he is not liable. 

In doing this you are coordinating emergency planning. You are also 
demonstrating an important aspect of your relationship with your State 
government . The relationship is that* in functioning as a "Civil Defense 
Coordinator* you should: (Check the best response.) 



1. push the need for fallout shelters and force the 
companies within your local, jurisdiction who have 
suitable space available to cooperate in the State 
fallout shelter program, 

2. know what State laws affect the emergency planning 
and operations of your local jurisdiction and then 
apply those laws** as suitable. 

3. request State representatives* the experts* to come 
and esqplain State laws to your local citizens. 
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FRAME 13 



As a local Civil Defense Coordinator, you are also responsible for 
knowing what State Civil Defense guidance is available to your local 
jurisdiction and how it may be secured. The following situations are 
examples of how you begin to learn what State guidance is yours for the 
asking, 

1, During your first morning on your new job* a man walks into your 
office. He introduces himself as the State Civil Defense Area 
Coordinator, He explains that he serves as an extension of the 
State Civil Defense Office* resides in your geographical area ? 
and is your channel to the State Office, He talks to you for 
several hours. He then gives you his telephone number and 
address and asks that you get in touch with nim If you have 
questions or need help, 

2. A friend who is a new local Civil Defense Coordinator in a 
neighboring State visits you. You mention your State Area 
Coordinator and describe the kinds of help you have gotten 
from him. The friend is surprised* because his State does 
not have State Area Coordinators. He tells you that he gets 
the same kinds of help direct from the various people in his 
State Civil Defense Office, 

These two situations illustrate that: (Check the best response,) 



_1 - if your State has State Area Coordinators* then 
your State Area Coordinator is your channel to 
the State and you go to him for help. If your 
State does not have State Area Coordinators* you 
go direct to your State Civil Defense Office for 
help , 

2. State Civil Defense Area Coordinators exist in 
all States* and helping local Civil Defense 
Coordinators is a part of their job. 

3* the job of a State Civil Defense Area Coordinator 
is operational in nature. This means a State Area 
Coordinator has the responsibility to go into the 
local jurisdictions in his area and set up their 
emergency operations programs. 
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FRAME 14 
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You are interested in establishing a center from which your local 
government can direct and control operations during an emergency. You 
have received encouragement to do this from your State Area Coordinator, 
He says that technical assistance is available for this purpose from the 
Office of Civil Defense (OCD) Regional Office which serves your State. 
Since it is part of his function to do so 3 the State Area Coordinator 
contacts the Regional Office and sets up an appointment for you to 
receive assistance. 

The situation above illustrates that your State Area Coordinator is 
your channel to the Federal level of civil defense: the OCD Regional 

Office for your area. In other words , your contacts with Regional 
representatives of the Office of Civil Defense are made through your 
State Civil Defense Office. 

(Check the example below which is consistent with the information 
above on the way you relate to State and Federal civil defense.) 



1. You hear from the person who was Civil Defense 
Coordinator in your local jurisdiction before 
you that there is Federal money available for 
many kinds of local projects* You need infor- 
mation and call direct to an OCD Regional 
representative you have met, 

2, You want to put Federal shelter supplies in 
some family shelters in your Jurisdiction, 

The Civil Defense Coordinator of the county 
which contains your Jurisdiction says that, 
under existing Federal regulations, family 
shelters cannot be stocked with Federal 
supplies. You call the OCD Regional Office 
for your area requesting that an exception be 
made in your ease , 

3 * You hear that there is civil defense training 
available through the OCD' Regional Office, You 
want to take some of the training and ask your 
State Area Coordinator for information and 
guidance. 
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FRAME 15 



Let’s look at another situation. You know that you have the respon- 
sibility for coordinating the activities in your Jurisdiction which have 
to do with getting emergency or disaster information to the general 
public. You have heard that there is such a thing as an Emergency 
Broadcast System (EBS), but you don’t know exactly what it is. You 
call your State Area Coordinator for information. He esqplains what 
the EBS is. He describes the Federal and State roles in its establish- 
ment and operation, and also what your responsibilities are with regard 
to it. He guides you to material to read on the subject. - He interprets 
for you the Federal and State policy on EBS. He helps you to understand 
the procedures which you must follow in order to have one of the 
broadcasting stations in your area designated as a part of the 

(Check the rule below which most completely states the principle 
illustrated by the situation above. ) 



1, Your State Area Coordinator helps you with the 
actual operational coordination of your differ- 
ent emergency operations programs, more than he 
helps with advice and guidance, 

2. Your State Area Coordinator assists you in 
coordination act ivi ties only. 

j3. Your State Area Coordinator will give you 

guidance in whatever area of your work that he 
can, but especially in interpretation of 
State and Federal policy, regulations, and 
procedures. 
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fl-mm DUrinS his f * rst vlsit; t o your Office, the State Area Coordinator 
gave you a manual prepared by your State Civil Defense Office. it was a 
guide which outlined the steps you should follow in coordinating the 
organization of your local government for emergency operations It also 
contained the Federal and State civil defense laws all a mod^’loc^l 
“Y 11 . defense ordinance. Your State Area Coordinator explained’ that this 

Civil Def ens e S Off ° f the ° f printed materials which the State 

added thlTnot li for your State’s local Coordinators. He 
7 1 Q 4 - . not all states have this particular kind of a guide hut that 

Coordinators ? fUrnlsh msmy Pointed guidance materials for their local 



. . . C Check the situations below (MORE THAN OME) which are consistent 

W1 x information on how State Civil Defense Offices operate with 

respect to local Coordinators.) ‘ operate with 



1, A new Federal civil defense policy comes out on 
the stocking of shelters. You call your State 
Area Coordinator for assistance in interpreting 
the policy. He tells you that he put in the 
mail that morning a special Information Letter 
to all local Coordinators which gave the State's 
interpretation of the Federal policy, to serve 
as guidance. 



_2, You regularly receive in the mail from the 

State Civil. Defense Office a numbered sequence 
of memos containing information, guidance, and 
statements of new policy. 

■ 3 * j£\ are told by the State Civil Defense Office 
that Federal policy recommends that all counties 
have a plan for making the best use of available 
shelter by its citizens. Because the comity for 
which you are Coordinator has few shelters which 
meet Federal standards, you ao not know how to 
prepare such a plan. You ask the State Civil 
Defense Office for help. The answer is that 
there are no guidance materials or assistance 
available, but that this does not relieve you 
of the responsibility to go ahead and prepare a 
satisfactory plan on your own. 
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FRAME 17 



So your State Area Coordinator helps you to know and interpret for 
the local Jurisdiction the policies* regulations* and procedures set up 
by the State Civil Defense Office, But it is your responsibility to 
see to it that you learn these things from him. They may either extend 
or limit your operations* which is vitally important * especially in the 
area of emergency operations. 

Let 1 s illustrate the point. Let’s say your State* by policy* pro- 
vides assistance to local Jurisdictions in times of emergency when local 
resources are not adequate to handle any given problem. Then suppose 
there is a disastrous flood in your Jurisdiction, Now given these two 
facts --a flood and availability of State assistance --one or the other of 
the following situations could occur: 

1. You know about the policy and you know the procedure for getting 
help. You follow the procedure* requesting emergency water 
pumps * hoses* and generators. The State* also following required 
procedure* requests the equipment for you from the OCD Regional 
Office* which has it available* The equipment reaches you 
quickly, 

2. You do not know about the policy* so you do not request help; 
or you know about the policy but do not know how to proceed 
to get the help. Either way* valuable time* property* and 
perhaps even lives* are lost. 

(Check the situation below in which you would be functioning 
properly according to the information above.) 



1, A chemical plant e^qplodes in your Jurisdiction. 
Disaster conditions prevail. You need emergency 
vehicles and rescue equipment. You ask your Chief 
Executive what should be done. 

2. During a crippling ice storm* your Jurisdiction 
needs power line crews and road equipment. You 
brief the Chief Executive on the situation and 
advise him of the help which the State will pro- 
vide, Following established procedures* you 
request and receive the help, 

3- Following a tornado* you are unable to move supplies 
into your Jurisdiction because the roads are blocked. 
You do not know whether help is available within 
your State, You arrange for a chartered plane to 
fly in supplies from a city in a neighboring State, 
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FRAME 18 



Consider the following situations: 

1. You need to have a shelter manager instructor trained. You 
know the State policy and regulations governing who shall be 
trained, Accordingly, you complete the necessary papers for 
the person you select and forward the papers to the State Civil 
Defense Office, following required procedures, 

2 . The Fire Chief of your jurisdiction hears that there is surplus 
Federal property available for civil defense purposes. He 
suggests that some be obtained for his department. You explain 
what really is available, according to State policy and pro- 
cedures, and how a local jurisdiction goes about applying for 
it. 

3* Your Chief Executive agrees that your jurisdiction needs a 

center from which emergency operations can be conducted, but he 
doesn T t see how the local government can finance one. You know 
and esqplain to Mm the conditions prescribed by the State under 
which Federal matching funds can be obtained for this purpose, 

(In the following statements, check the one wMch best describes the 
principle illustrated by all of the situations above*) 



1. These situations teach only that you must know when 
civil defense training is needed in your jurisdic- 
tion and when Federal surplus property and Federal 
funds are available * 

2. These situations teach that it is your responsi- 
bility to know what help of all kinds is available 
to your local jurisdiction by way of your State 
Civil Defense Office, and you must be able to 
explain and apply the policies, regulations, and 
procedures which control the receiving of that 
help* 

3* These situations teach that it is your responsi- 
bility to have a representative from the State 
Civil Defense Office come in to explain State civil 
defense policy and procedures to your local govern- 
ment officials, whether the area in question is 
training, surplus property, or financial assistance* 
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II. c. RELATIONSHIPS WITH FEDERAL GOVERNMENT. 

FRAME 19 

Consider the following situation. You have a copy of the Federal 
Civil Defense Guide (FCDG). Periodically, you receive changes for it in 
the mail, direct from the Office of Civil Defense. Among other tilings, 
the FCDG describes Federal civil defense programs which provide financial 
assistance to certain local jurisdictions. You want some of this assist- 
ance for your jurisdiction. You call your State Area Coordinator, asking 
permission to contact the OCD Regional Office to get an Interpretation 
of the requirements for qualifying for the assistance. He says not to 
contact the Regional Office. The State Civil Defense Office has prepared 
printed instructions on this to help local Coordinators. You will under- 
stand the whole area when you read this material, which has been mailed. 
The State Area Coordinator tells you that your application must go 
through and be approved by the State Civil Defense Office. 

( Che ck the rules below- — MORE THAN ONE --which describe how you func- 
tion with regard to the Federal and State levels of civil defense as 
illustrated In the situation above,) 



_1. Your relationship with the Federal level of civil 
defense is usually an indirect one, channeled 
through the State Civil Defense Office. 

_2. Some printed materials are mailed to you by the 
Office of Civil Defense, and this is one direct 
relationship which you have with the Federal level 
of civil defense, 

.3* The State Civil Defense Office always relies on 
the printed material provided by the Office of 
Civil Defense to give local jurisdictions all of 
the guidance they need, — ~ 

-4, In trying to get Federal financial assistance for 
your local jurisdiction, you are demons t rat ing 
one of the ways you function as a staff man to 
your Chief Executive --by serving as liaison between 
the Federal and State governments and your local 
government. 
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(As a Civil Defense Coordinator in which situation below did you take 
the correct and complete actions required? Check your answer in each 
case* ) 



1. A city lying Just across the State line but still close to your 
Jurisdiction is truck by a tornado. There is no comimffli eat ions 
capability left operating in the city. You feel you should help ? 
since your mobile civil defense eommuni cations equipment is the 
very finest in the area. You secure the permission of your Chief 
Executive, You do not contact your County or St yfce Civil Defense 
Offices ? but pack your equipment into trucks and leave at once. 
Did you take the correct and complete action throughout this 
situation? Yes No, 



2. Your local civil defense budget has been increased. You are free 
to hire an assistant. You know that sometimes the Federal Govern- 
ment matches local funds for the salaries of civil defense person- 
nel, You have learned that your Area Coordinator gives local 
Coordinators guidance ? so you ask him for help. He interprets 
the Federal regulations for you and tells you the prospective 
employee must pass an examination because he is required to be 
under State Civil Service regulations, Also 5 you have to fill 
out some required papers and send them through the State Civil 
Defense Office to the QCD Regional Office for approval. You fill 
out the papers and send them in. They are approved. The prospec- 
tive employee takes the exam. Badly needing money* and sure that 
he will pass the examination* he requests that you put him on the 
payroll while you wait for the results from the examination. You 
refuse. He takes a Job some place else* and you lose a valuable 
employee. Did you take the right steps all the way through this 
situation? Yes, No. 



3* You receive the F ederal. Civil Defense Guide through the mail direct 
from the Office of Civil Defense Headquarters, Changes for this 
FCDG come to you from time to time. However, after a few weeks you 
discover that other Coordinators have parts which you have not 
received. You call the Office of Civil Defense Headquarters direct 
and ask why you are not getting the FCDG any more? Did you take the 
correct action? Yes, N o. 
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UNIT II— BEST RESPONSES 



FRAME/RESPONSE 

1. 3 

2 . 2 
3 . 2 

4. 1 

5 . 2 
6 . 1 

7. 1 

8 . 1 




9. 3 

10 . 2 

11. 1-b 

2- d 

3- e 

4- e 

5- a 

12 . 2 

13. 1 

14. 3 

15. 3 

16. l 

2 



FRAME/ RESPONSE 

17. 2 

18. 2 

19. 1 
2 
4 

20, 1-no 

2- yes 

3 - no 
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THE CIVIL DEFENSE DIRECIGR/COQRDINATQR: 
AN ORIENTATION TO THE POSITION 

UNIT II TEST 



TEST TYPE: Multiple Choice 

NUMBER OF QUESTIONS: 10 

VALUE OF EACH QUESTION: 10 points 



DIRECTIONS : 

1. Locate your student number on the cover of this textbook, 

2, Select an answer card from those included in your instructional 
materials and enter your name , address, zip code, STUDENT 
NUMBER and UNIT NUMBER in the spaces provided on the card. 

3. Each test question is followed by four possible responses. 

The questions are designed so that more than one of the 
four possible responses may appear bo be correct. However, 
in each question there is one response which is better than 
the other three. Select the one (ONLY ONE) which best 
answers the question. Make your selection on the basis of 
information given In Unit II , not on the basis of your local 
situation, 

4 , Mar k the answer you have selected on the answer card, using 
a soft lead pencil. Make a heavy mark completely covering 
the space between the lines of the answer you select. For 
example, if your answer for the first question were "a,” 
you would mark the answer card as follows : 

a b c d 

1 . 




5. Mail the completed answer card; it is self-addressed and 
postage paid. 
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1, Which of the situations below best illustrates your position of staff 

man in your local government? 

a. You direct the department heads to be at an emergency 
operations planning meeting, 

b. You advise your Chief Executive of the need for an emergency 
operations planning meeting of department heads and give him 
a memo for his signature which he can use to call such a 
meeting, 

c. When you feel an emergency operations planning meeting is 
needed, you tell your Chief Executive to call it, 

d. You tell the Fire Chief that somebody ought to get the 
department heads together for a meeting on the emergency 
operations plan. 

2, Your Jurisdiction needs an emergency operations plan. Select the 

statement below which best shows how you should function in this 

situation, 

a. You study the situation, decide what would have to be done, 
and write the plan. 

b. You direct the department heads to write such a plan for 
their departments, 

c. You work with and coordinate the efforts of the departments 
involved in developing such a plan, 

d. You wait for your Chief Executive to take the initiative. 
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q You are a new Civil Defense Coordinator, A concerned parent calls 
and asks you to do something about, making local school authorities 
develop disaster plans to protect the pupils in emergencies which 
occur during school hours. In your position as a staff man, your 
best response would be to thank the parent for calling and then you 

would: 

a, call the school superintendent and tell him to draw up such plans. 

b, advise your Chief Executive to contact the head of the local 
school hoard, directing him to develop such plans, 

c, advise your Chief Executive to contact the head of the local 
school board and the State agencies involved, encouraging 
them to develop such plans and offering your assistance. 

d, explain to him that you are sure the local school aut orities 
must have plans for operations in case of emergencies, but 
probably the plan 3 have not been publicised sufficiently- 
You plan to take further action sometime in the future. 



4. A neighboring Civil Defense Coordinator calls and asks for medical 
supplies- for his community because of a disaster. He asks for an 
immediate decision on the phone, even though there is no mutual 
aid pact between your jurisdictions. Your best action would be to 
tell him that you will: 

a. send the supplies at once. 

b, take it up with your local government during their earliest 
scheduled executive session, for official action, 

c, find out what can be done, but you think that all of your emer- 
gency supplies are stocked in shelters from which you are sure 
they cannot be moved without some kind of official action, 

d. advise your Chief Executive of his request at once; meanwhile, 
he should have his Chief Executive contact yours. 
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5, A neighboring county has a surplus of shelters. The county for which 
you are Coordinator has too few. You feel the two jurisdictions 
should pool their shelter spaces. Your best action would be to: 

a. secure the agreement of the neighboring County Coordinator, 
decide between you how the shelter spaces should be allocated, 
and write up a mutual aid pact accordingly, 

b, work with the neighboring County Coordinator to secure the 
agreement of your Chief Executives for the two of you to draft 
a mutual aid pact. 

c, write up a draft mutual aid pact for pooling of the shelters 
and meet with the neighboring County Coordinator and his Chief 
Executive to sell them on the idea} then advise your Chief 
Executive of what you have done. 

d. analyze the idea first, and then dismiss it from your mind if it 
appears to offer so many difficulties that you feel the neighbor- 
ing county would never agree to the arrangement, 

6, Your State has an emergency operations plan which has been signed by 
the Governor, making it law. It describes the plans which will he 
made and the actions which will be taken, by the State and local 
jurisdictions, to cope with emergencies. As a local Coordinator, 
the most Important reason why you should know the provisions of the 
law is to be able to: 

a, decide whether it can be enforced as far as your local juris- 
diction is concerned, and if so, how, 

b» advise your Chief Executive on whether or not the requirements 
placed on your jurisdiction are reasonable, 

c. make recommendations which will conform to it, 

d, advise your Chief Executive on how he can by-pass those require- 
ments with which he disagrees. 
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7, You feel your jurisdiction should plan now for the immediate actions 
it would tale if a tense international situation should quickly 
develop. You know that your State Civil Defense Office has an 
exercise which local jurisdictions may use to test how prepared they 
are for such actions. The best thing for you to do in this connec- 
tion would be to: 



a, request your State Area Coordinator to contact your Chief Execu- 
tive and advise him to run such an exercise to test your juris- 
diction f s capabil ity , 

b, request your State Area Coordinator to contact the OCD Regional 
Office ? which developed the exercise,, asking that someone from 
the Region advise your Chief Executive to put on such an 
exercise. 



c, analyze whether the exercise is suitable for yoi w local situation 
and advise your Chief Executive* so that he can decide whether to 
have the exercise. 

d. analyze whether the exercise is suitable for your jurisdiction 
and, if so ? request your State Area Coordinator to conduct one 
for you. 




8, You decide to apply for Federal financial assistance for your 

jurisdiction. You know that your application has to be approved 
by the State Civil Defense Office, You also have a memo from the 
State which says that those jurisdictions complying with the Federal 
standards for local civil defense programs will receive priority 
attention from the State in the processing of their applications. 
What item below best states the locals State and Federal relation- 
ships illustrated by this situation? 

a, local jurisdictions apply for Federal financial assistance 
direct from the Federal Government. 

b. The applications for Federal financial assistance made by all 
local jurisdictions receive equal consideration from State 
governments, 

c. State and Federal governments operate independently as far as 
standards for local civil defense programs are concerned. 

d, The State Civil Defense Office controls the process used by 
local jurisdictions in applying for Federal financial assistance. 
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9. During a hurricane which struck the southern part of the United, 
States, one city suffered over a billion dollars in damage. They 
badly needed the State to help them financially in recovering from 
the effects of the storm. As a good staff man, what steps should 
you take with respect to State financial help in such a situation? 

a. You should have a standing operating procedure in your emer- 
gency operations plan to cover such a situation, and you should 
follow it. 

b. You should first consult Public Law 920 to make sure that the 
State will be able to assist you. 

c. You should first call the Treasurer of your local Jurisdiction 
to have him estimate the damage and encourage him to contact 
the State. 

d. You should check your local ordinance in order to see whether 
it confoms to State law with respect to State assistance. 



10, In one State, by law, all Jurisdictions below the county level are 
required to communicate with the State level of civil defense 
through the Comity Civil Defense Office. Not all States have such 
a law. This illustrates what you have learned in this course, that 
is: 



a. State civil defense laws vary from State to State, 

b, some State civil defense laws are directive where the local 
Jurisdictions are concerned. 

c, you should know what city-county relationships are required by 
your State civil defense law, 

d. all of the points given in a, b and c. 
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UNIT III. THE JOB: WHAT ABE THE MAJOR CATEGORIES OF WORK IN WHICH 

I WILL BE INVOLVED? 
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A. The work of the Civil Defense Coordinator falls into five major 
categories. 

1. Emergency operations. (Frames 1-14) 

a. In four general types of emergency situations. 

(1) Nuclear disaster. 

(2) Natural disaster. 

( 3 ) Man-made disaster, including civil disturbances, 

(4) Major emergencies. 

b. Through organising and planning. 

(l'' Developing and maintaining a facility for use as an 
emergency operating center (EQC), including essential 
communications equipment, 

(2) Developing a means of warning the people. 

(3) Coordinating the development of adequate and compre- 
hensive emergency operations plans by local government 
departments and other organizations within the local 
jurisdictions. 

(4) Advising on the execution of emergency operations by 
local government staff, community groups, and 
individuals. 

(5) Collecting and maintaining information on resources, 
services, and facilities within the jurisdiction for 
use in emergency situations. 

(6) Developing and preparing materials for local emer- 
gency operations programs, 

2, The fallout shelter program, (Frames 15-26) 
a. Planning for shelter use, 

(l) Locating, licensing and marking. 
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(2) Mak in g physical arrangements for necessary food, 

clothing, sanitary facilities, equipment, etc., at 
various shelter sites. 

^2) Providing guidance for development of shelter manage- 
ment plans, 

h. Arranging for inspection of ‘buildings as possible 

shelter sites and recommending needed modifications to 
increase the protection factor or shelter capacity, 

3. Staffing and training for emergency operations. (Frames 27-3b) 

a. Arranging for staff for the shelters, the EOC, radiological 
defense positions, and all other emergency operations units, 
as required, 

b. Arranging for a training program for all emergency operations 
personnel, as required, with special attention to areas unique 
to civil defense, such as radiological defense and shelter 
management . 

c. Designi ng and conducting simulation exercises to test plans 
and train the emergency operations staff. 

d. Maintaining, as possible, a current list of names, addresses, 
phone numbers, and skills, of all emergency operations 
personnel. 

4. Information to the public and community groups on emergency 

operations plans and needs, (Frames 35 -^-2) 

a. By means of various information media (newspapers, radios, 

TV), perso nal appearances, and public officials conferences. 

b. On what the warning signals are. 

c . On what to do and where to go when the warning sounds , 

d. On what support the citizens can give to emergency operations. 

5. Coordination of the local government's emergency operations plans 

with those of other nearby local jurisdictions. (Frames 43-46 j 
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a. To implement an area concept of emergency operations, 

o. To meet State Civil Defense requirements. 

B, The -work of the Civil Defense Coordinator also includes over- al 1 
administrative tasks related to all aspects of his function, 

1. Managing the civil defense office. (Frames 47-53) 

2. Preparing a Program Paper, (Frames 54-60 ) 

3. Preparing and presenting a budget. (Frame 6l) 

4. Procuring and controlling disposition and use of civil 
defense materials and equipment. (Frames 62, 63) 

5. Arranging for local government eligibility to obtain surplus 
property or Federal financial assistance for civil defense 
purposes. (Frames 64-70) 

(SUGGESTED BREAKS: FRA*ffiS 26 AND 46.) 
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UNIT III, THE JOB: WHAT ARE THE MAJOR CATEGORIES OF WORK IN WHICH 

I WILL BE INVOLVED? 

The functions of a Civil Defense Coordinator do not appear to 
differ greatly from one .jurisdictional type to another. Essentially, 
Coordinators do much the same kinds of things regardless of the size or 
type of their community. The work is simply more complex and broader 
in scope in some of those communities than in others. 

As a Civil Defense Coordinator, you are a member of a growing 
field which requires professional ski 11s --whether you work full time 
or part time, whether you are paid or a volunteer. In fulfilling your 
responsibilities, you will be involved in certain areas of work with 
specific associated tasks which are unique to your position. You will 
also perform other general administrative tasks. 

Unit III of this course will acquaint you with: 

1, five major categories of your work and a number of duties 
associated with those different categories ; plus 

2. additional administrative tasks relating to all aspects of 
your job. 
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III.A.l.a. EMERGENCY OPERATIONS: THE TYPES OF EMERGENCIES, 

FRAME 1 

You have learned earlier in this course that you work with the 
departments of your local government in planning for and operating in 
an emergency , Suppose that you are the new Civil Defense Coordinator 
for the county , One day the County Sheriff walks into your office. 
"My friend," he says, "you talk about our government being able to 
operate in an emergency. Let me ask you, what is the worst emergency 
we could have? " 

You reply; (Check the best response.) 



_1. "A nuclear attack, because it threatens not only 
our county but the very life of the Nation, and 
where would our county be if the rest of the Nation 
ceased to exist? fl 

2 , "A natural disaster, such as a wide spread, major 
flood in -our State or several States," 

3 * A man-made disaster, such as a riot in our county," 
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FRAME 2 



The Sheriff continues his line of thought. OK, he goes on, 
a nuclear attack is the worst threat, you say. But suppose that in 
the spring that LsBlanc River across the road there threatens to flood 
this Whole valley, the entire southeastern part of the State. Then 
what is our worst threat in the county? 

Ynu reolv. (Chech the hest response.) 



X. that nuclear disaster is no longer a threat. 

2 . that natural- disaster— the flood— is now the 
more immediate threat, 

3 . that, as he well knows, the LeBlanc Rxver 
floods only on the average of once every £5 
years, so you wouldn't he very concerned over 
the threat of a flood. 
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The Sheriff doesn't give up easily, "And more than that," he 
says, "we don't have to wait for nature to drown us out, or an enemy 
to blast us out. What if we have something caused by man, like a 
riot, with burning, looting, beating, shooting? Is that a disaster, a 
major threat, to you civil defense people, or isn't it?" 

You reply, "Yes, such a riot would be a disaster, and; (Check the 
best response.) 



_1, since riots would probably involve Federal 
troops, our local government doesn't have to 
be concerned about them. " 

2 . we really have no way in our county to prepare 
ourselves for coping with such a situation." 

3 • we must be prepared for all disasters--riots , 
bombs, floods. We must also be prepared for 
situations which cannot really he classed as 
disasters, but are just major emergencies, like 
airplane crashes and train wrecks," 



FRAME 4 



The phone rings and the Sheriff is called away, promising to 
return and finish the conversation later. You sit thinking about 
what has been said. As you think, you realize that you and the 
Sheriff have really identified the four general types of emergency 



situations which your local government might be called upon to face. 
They are : 
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III.A.l.b. EMERGENCY OPERATIONS: ORGANIZING AND PLANNING. 

FRA]Vffi 5 

A few days after your talk with the Sheriff, he and a County Com- 
missioner pay you a visit. The Commissioner begins to ask you ques- 
tions about disasters and emergencies. You tell him that, as you see 
it, your local government must prepare to cope with four general kinds 
of emergency situations : 

1. Nuclear disasters, the greatest disaster for the Nation as a 
whole . 

2. Natural disasters, whichever ones may be a threat to your 
county particularly. 

3- Man-made disasters, such as widespread riots and fires raging 
out of control. w 

Major emergencies, such as industrial accidents or explosions, 
serious train wrecks, or airplane crashes. 

The Cornmi s s ioner replies, "Well, the area of emergency operations 
is one in which you have ^ major responsibility. So what do you see 
as being the first kind of work involved in getting our local government 
ready for emergency operations?" 

You reply: (Check the most complete response.) 



_1. "Our primary activity at first will be assigning 
people to jobs which they would do in an emer- 
gency and making them do the jobs." 

2 , "Our primary activity at first will be lining up 
all of the volunteers we can get In our locality. " 

3. 'Our primary activity at first will be organizing 
and planning to assure that we are ready to operate 
when an emergency strikes. 
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III.A.l.b. (1). 



F 'gency Operations (Emergency Operating Center and 
Communications Equipment), 

FRAME 6 

You continue the conversation with the Commissioner and Sheriff, 
saying, "In fact X have been thinking about the organiz ing and planning 
we will have to do. I have wondered what we should do first, what we 
will need the most. I have decided that in a disaster what our 
government will need more than anything else to conduct emergency 
operations will be: (Check the best response.) 



1. a center where all the key officials can be lo- 
cated, where information from all over the county 
can come in. Primarily, this would be an operating 
center from which the officials would give 
directions and control operations," 

2 . instructions from the State on what to do first, 
details on exactly how we should proceed, when to 
get started; because the State is responsible to 
see that we are protected, and State officials 
should do the planning for us , " 

3. enough trucks, cars, boats, or whatever kind of 
transportation is needed to carry people and 
equipment wherever they want to go when the 
emergency strikes." 
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FRAME 7 



The Sheriff and Commissioner agree with you that an Emergency 
Operating Center (EOC) for direction and control purposes is the 
most important first step. But then the Sheriff reminds you that 
such a project was shelved by the county some time back because of 
the high cost. You suggest the possibility of putting the EOC right 
there in the basement of the County Building where you are talking, 
since you have found from the National Fallout Shelter Survey that the 
basement has good fallout protection. This would eliminate building a 
new EOC. 

The Commissioner asks, "What good will an Emergency Operating 
Center be without communications equipment , a way to get all of this 
information into the EOC or of getting the directions from the 
officials out? I think our second step, providing we can get the 
County Board of Commissioners to agree on an EOC here in the basement, 
is to: (Check the best response.) 



_1. establish a coding system that we will use in our 
emergency communications. Then we need to train 
people who will not be in the EOC on the use of 
the code to send information in to the EOC," 

_2, analyse what kinds of equipment we will need 

to communicate with people outside the EQC.‘ We 
need to plan for enough radios, telephones, etc., 
here in the EOC, in cur emergency vehicles, or 
wherever else we need them. In this, we can use 
equipment we already have and plan to systemati- 
cally add to it as we are able — if more is 
required. " 

3. plan for adequate office equipment such as 
typewriters, dictaphone machines, etc., so 
that we can be sure we will have the means of 
getting directives out into the area. In this, 
we will use equipment we already have and get 
more as necessary. " 



III.A.l.b. (2), Emergency derations (Warning System). 

FRAME 8 

You have he come a little uneasy 'because you sense that the Sheriff 
is somewhat less than optimistic in his reaction to the conversation. 
Your uneasiness increases when he abruptly says, "So you get an EQC 
and plenty of communications equipment. Do you plan to get the govern- 
ment men into the EOC and call everybody up on the telephone to say 
that a tornado or a bomb is five minutes away- -providing you could 
even get the officials in here in time, which I doubt." 

The no mml s sinner answers this one for you. He says: (Check the 

best response.) 



1. "We will have to get a warning system — warn 
the people by means of sirens on buildings, 
fire stations and trucks, police cars, ambu- 
lances, through mass media, any way we can. 

That would be our next project." 

2. "Warning the people is not that difficult, cr 
crucial. We really don't have to put any 
kind of priority on warning, because every- 
body listens to the radio or watches television 
We have to put first things first." 

3. "When the time comes to let people know a 
disaster is about to strike, we will find 
some way of letting them know. " 
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III.A.l.b. (3). Emergency Operations (Plans). 

FRAJVE 9 

The Sheriff is called out on another emergency. He leaves, sayin^ 
something under his breath about being thankful that one Commissioner 
at least agrees with him that nothing you can do about emergency opera- 
tions makes much sense if you don't get some equipment and install a 
yarning- system . After he has gone, you tell the Commissioner that the 
Sheriff is taking a new attitude toward emergency operations. Before 
the flood of a year ago he wouldn't listen to anyone's ideas on plan- 
ning for disasters. He felt that other people were trying to do his 
gob. Then when the flood came, he wouldn't let the former Civil Defense 
Coordinator out of his sight. He had found that disasters could not be 
handled by an individual or any government department acting alone. 

They required the services and coordinated effort of many government 
aepartments and community groups, as well as that of individuals. 

You tell the Commissioner that this brings up a related point. At 
the same time the county is doing this planning for an EOC and a warning 
system it should be developing emergency operations, plans for county 
government departments and for other private organizations within the 
county. The Commissioner agrees, adding, "Someone has to lead out in 
his and coordinate the development of the emergency operations plans 

for the county. The person to do this should be: (Check the best 

response, ) 



_1. the Sheriff, as top law enforcement official of 
the county* ,! 

_2* the Chairman of the County Board of 1 Coinmi s s ione rs 5 
as top government official in the comity." 

.3 ■ yov.j as County Civil Defense Coordinator ^ acting 
as staff man for the County Commissioners in 
their planning for emergency operations." 
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I El. A. Ub. ( 4 ) . Emergency Operations (Advising), 

FRAME 10 

You sort of think out loud about what the Commissioner has said: 

"So 1 coordinate the development of* emergency operations plans. If 
this part of the Coordinator's Jot had been under stood by the department 
heads of the County Government before the last floods then the Sheriff 
might have cooperated in the planning. He would then have known what 
to do during the flood,” 

You go on to say that, as you see it, the county Civil Defense 
Coordinator should he in the EOC during a disaster, with the rest of 
the county officials. His Job at that time would be to advise the Chief 
Executive, and other government officials as required, on_ emergen cy 
operation s » In this he would: (Check the best response, ) 

1 # direct emergency vehicles in their operations, 

~ such as ambulances, fire engines, and police 

cars. 

2. direct emergency personnel, such as policemen or 
* firemen, in their emergency duties, like making 

sure they take the best routes to the trouble 
areas and go in the right numbers, 

3, continue to act as a coordinating staff man, 
making sure top officials have all significant 
facts so that they can see major problems and 
arrive at the best decisions. 
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III.A.l.b. (5) * Emergency Operations (Resource Lists), 

FRAME 11 

The Commissioner sits thoughtfully for a time, n You know, ft he 
finally remarks, f? it isn’t going to be any small task. Just for an 
example 3 suppose we had some kind of natural disaster which struck 
suddenly in which we developed, say, a need for dump trucks. What do 
we do? Should we not he able to go to: (Check the best response,) 
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JU the yellow pages of the phone book and try to 
find out which people in the county have dump 
trucks? " 

2, a resource list we have already made up which 
shows the services, facilities, and equipment 
available in the county for emergencies? ,f 

3 , somebod who has a dump truck and ask him 
if he knows of any others?” 
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III.A.l.'b, (6) , Saergency Operations (Printed Materials) 



FRAME 12 

You tell the Commissioner that you have already begun compiling 
resource lists , gathering from the depnrtments lists of equipment and 
other resources which the county has. You plan to file this information 
on resources either in a small card file or in a loose-leaf' binder, so 
that if can be updated easily. 

At this point the phone rings. It is the President of the PTA of 
an elementary school in the city where the County Building is located. 
Because the city itself has no Civil Defense Coordinator, he is calling 
you, the County Coordinator, He asks if you have any publications on 
what people should do in case of a disaster in the community. He wants 
the materials to use in PTA activities. You tell him that: (Check the 
best response.) 



1. each organization within the county must take the 
responsibility for preparing its own emergency 
operations materials. You would be glad to help 
the PTA but the pressures of your job make it 
impossible. 

2. you believe that someone in the County Government 
has the responsibility to see that emergency 
operations materials are prepared, including those 
for public information. You think the Secretary 
for the County Board of Commissioners can tell 
him who that person is. 

3. it is part of your job to see that written 
materials for the county emergency operations 
programs are developed and prepared , including 
those for public information. Right now you 
are in the process of getting out a handbook for 
citizens on the county’s plans for handling 
disasters. It is called Your Disaster Plan , 
and the PTA should find it useful. 



FRAME 13 



Turning from the phone, you explain to the Commissioner what the 
call was about. He smiles as he rises to go. "We have had. a profitable 
talk here together," he remarks. "Would it be possible for you to draft 
up a summary of what we have said? Include the telephone request, too. 
Bring the summary with you to the Commission meeting Wednesday night, so 
that we may discuss it with all of the Commissioners, It will help 
them to understand better why we need a Civil Defense Coordinator." 

You agree. After he has gone, you quickly list the areas of emer- 
gency operations which the two of you had discussed. You find t ha t, 
under the general heading of organizing and planning for emergency 
operations, you had talked about six different task areas for which you 
have major responsibility. They were; (if necessary, review frames 
6 - 12 .) 
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FRAME 14 



(Below are six job tasks which cover responsibilities you have in 
emergency operations. Place the number of one of these tasks in each 
of the blanks before the situations which follow them. ) 



Job Task s 

1. Coordinate de ve 1 opine nt of 

an emergency operating center. 

2. Coordinate development of a 
warning system. 

3. Coordinate development of an 
emergency operations plan. 



4. Coordinate development and 
preparation of written in- 
formation materials on 
emergency operations 
programs . 

5. Collect and maintain in- 
formation on resources 
available in emergencies, 

6. Advise on actual opera- 
tions during a disaster. 



Situations 

You discuss with the school board of a city in your county the 
possibility of installing sirens on the school buildings. 

During a severe blizzard when many people in your county are 
isolated unexpectedly, the Chairman of your County Commission 
asks for your advice on what should be done first. 

After a tornado, the Chairman of the Comity Commission asks you 
"whether there are any bulldozers which are regularly located at 
the stricken area, and if so, where. 



A citizen of your county wants to teach her children what they 
"should do in case of a disaster. She asks whether you have any 
reading material to guide her in this. 

You advise your Chief Executive to call a meeting of all department 
"heads to discuss the need for a central place with communications 
equipment where key officials can be located for direction and 
control purposes during a disaster. 

You attend a meeting between the Sheriff, the Chief of the Health 
"Department, and others in your county, on the procedures they 
plan to follow in caring for the injured in an emergency. 
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III. A. 2 



THE FALLOUT SHELTER PROGRAM 



FRAME 15 

During the course of planning for the presentation to the County 
Commissioners on emergency operations, you make a visit to your State 
Civil Defense Office. You are interested in getting some guidance on 
an EOC for the county. You briefly outline for the State Operations 
Officer the things you have been considering with regard to organizing 
planning for emergency operations in your county. 

The Operations Officer makes encouraging remarks about your report, 
hut then he inquires, "Have you had time since you took over this job 
to find out what the fallout shelter situation is in your county?" 

You explain that* (Check the best response.) 



_1, your County Commissioners are not interested in 
the National Fallout Shelter Program, and you do 
not see that there is anything you can do about 
promoting it. 

2. you feel that the chances of a nuclear attack are 
so small that you don’t intend to put much 
emphasis on fallout shelters. 

3. soon you are going to study the computer print- 
outs from the National Fallout Shelter Survey 
which show where all of the shelters in the 
cities of your county are located. 
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III. A. 2. a. (l) . The Fallout Shelter Program (Locating,, Licensing, 

Marking), s 

FRAME 16 

The State Operations Officer says that being familiar with what 
shelter spaces are available in your county and planning to make the 
best use of them for protection of the citizens is an important part of 
your job. The computer printouts do show those in existence at the time 
the survey was made, but any buildings built since then will have to enter 
into your planning, also. The Operations Officer explains that these 
new buildings will require a special survey. You should locate them 
and then contact him . Updating surveys are made on a priority basis, 
and he promises to do what he can to help get one for you. In fact, 
when you are a little better acquainted with your job, he will go over 
all of the details of these updating surveys and of community shelter 
pla nn ing with you. 

Thinking of what action you should take now, you answer, "I guess; 
(Check the best response.) 

1 . all I need to do now is locate* some buildings and 
tell you where they are . " 

2 , I should see the owners first, get their per- 
mission to have the buildings surveyed, and 
then give you the addresses." 

3. there won’t be many new buildings, and since I 
am so busy already with all of this emergency 
operations planning, I won’t try to round up 
more fallout shelters." 
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FRAME IT 



The Operations Officer commends you on seeing the need to visit 
the building owners, since personal visits always seem to get the best 
results and you do need an owner's permission to make a special survey. 
At this point you ask, "What if I find that the county doesn't have 
enough shelters located, even with the special surveys? Shouldn't X 
also check those buildings which haven't any shelters in them, to see 
whether they could be modified, like providing some means of ventila- 
tion, so that they could be used as shelters?" 

He replies that: (Check the best response.) 



_1. you are right on the ball, because many buildings 
do not have a good enough protection factor to be 
used as shelters, yet some simple inexpensive 
things can be done which will make the protection 
factor adequate. Or other things can be done 
which will increase the shelter capacity, 

2. you are too idealistic if you think building 
owners will not only let you use the space as 
shelters, but will also go to the e 2 q?ense of 
modifying the building as well, 

3. you could probably do this kind of thing, but it 
really wouldn't yield enough return in additional 
shelter spaces to be worth the extra headache and 
work it would require . 
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FRAME 18 



"More that that, 1 ' the Operations Officer adds, "if you learn of 
new buildings that are to go up, you can contact the owners about in- 
corporating fallout shelter in those buildings through the use of 
slanting techniques," 

When you ask what "slanting techniques" are, he explains: 

( Check the correct response , ) 



1. "Ways to design roofs and place them on 
buildings, at little cost," 

2. "Ways to increase the fallout protection 
features of buildings as they are being 
built, at little cost," 

3. "Ways to level the ground site upon which 

new buildings are to be placed, at little cost," 
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The Operations Officer assures you that the Office of Civil Defense 
has a program ■which provides professional assistance to building owners 
on the use of "slanting techniques." He promises to give you more in- 
formation on this whenever you need it. The important thing for the 
present is that you know what the program is and where to go to learn 
more about it . 

Then the Operations Officer says, "Right now, let’s discuss shelter 
licensing . All of those buildings in your county which the National 
Survey shows have adequate space in them for public fallout shelters 
need t6 he licensed as shelters," 

You tell him this is one civil defense program which you know about. 
A friend of yours has a building in a neighboring county. The Civil 
Defense Coordinator there had asked him to license it as a public fallout 
shelter. This meant that your friend, as owner, had to sign a form 
which: (Check the best response. ) 



_1, went to all of his huilding tenants requesting 
them to cooperate in civil defense. 

_2, went to the Public Works Department with informa- 
tion on what utilities are available in his 
building. 

,3. was an agreement saying that certain space in 
his building could be used as a public fallout 
shelter. 





FRAME 20 

More than that , you went on to tell the Operations Officer,, your 
friend said he had to agree that signs could he posted on the building. 
They were signs which let the public know the building had an authorized 
shelter and where the shelter was in the building. It was clear to you 
that marking buildings in this way was a part of • 

(Check the best response.) 



1, 


the shelter marking program. 






2. 


the legal obligation of all citizens in 


a 






community. 






3. 


the details which seemed to be designed 


Just 






to make your Job more difficult. 
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FRAME 21 



The Operations Officer "brings up another point by saying, "So you 
vd.ll need to get these owners to sign a license that their buildings 
may be used as shelters. And you will want them to let you mark the 
shelters and buildings with fallout shelter signs. Also, you want 
them to agree to store necessary shelter supplies within the bui ldin g. 
Have you decided what method you will use to get them to agree to these 
things?" 

After thinking a moment, you reply that; (Check the "best response.) 



1. you will write a form letter which explains to 
them the nature of their duty as citizens. 

2. a face-to-face visit is out of the question, 
but you think a personal request from you via 
newspapers in the area will do the Job. 

3. face-to-face visits with these owners, by you 
and some people you can get to assist you, are 
the best means to use. 
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FRAME 22 

"You are wise," the Operations Officer comments, "to decide on the 
face-to-face visit again. In the long run this kind of contact 'will he 
less work, because it yields better results in getting a Job done and in 
public relations. But your task will not be easy, even so. Here are 
Just a few escamples of arguments against signing shelter licenses which 
you will hear from owners: 

1. There is not enough space in the building to use for storing 
supplies, since shelter supplies take better than a cubic 
foot of space per person sheltered. 

2. They are going to remodel the building and do not have the 
space now. 

3. This is a new building and they don’t want it defaced with 
signs and s\ipplies, 

4. They have vital records stored where the shelter space is 
located, and they are afraid the records will be harmed, " 

At this point you: (Check the best response.) 



1. feel discouraged enough to resign as County Civil 
Defense Coordinator, 

2. tell the Operations Officer that you accept the 
challenge | you will try to put yourself in the 
owners’ boots and come up with creative sugges- 
tions for the storing of shelter supplies* 

3. begin to get angry with the Operations Officer 
for pointing out these difficulties which lie 
ahead of you, since this seems to he a negative 
attitude on his part. 
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III. A, 2, a. (2) . The Fallout Shelter Program (Stocking). 

FRAME 23 

"Creative ideas for storing supplies are possible, if we put our 
minds to solutions for the problem, rr the Operations Officer continues, 
"For example, in one large office building I know of, the owners built 
a storage platform several feet below the high ceiling of their base- 
ment parking garage and kept shelter supplies there. By the way, in 
this connection, do you plan to make the physical arrangements by 
yourself for the necessary shelter supplies, clothing, sanitary facili- 
ties, and equipment, at the various shelter sites in your county?" 

This was another phase of your Job which was new to you. You ask 
the Operations Officer how you should get this Job done. He advises you 
to: (Check the best response.) 



1. arrange somehow to do it yourself, because even 
though you are going to he very busy, if you 
really want a Job done right you have to do it 
yourself . 

2. require the owners to take the time from their 
already crowded schedules to equip shelters for 
the public, 

3- select good shelter managers as quickly as 
possible and then have them help equip the 
shelters , 

— _____ 1 
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FRAME 2h 



You think about getting shelter managers. You ask where you will 
find good ones. The Operations Officer suggests that the best place to 
look for them is among the management people who work in the buildings 
where the shelters are located. Quickly you respond, suggesting that* 
(Check the best response, ) 



1. management people will never take the time to do 
anything about shelter management; they are too 
highly paid to he able to spend the kind of time 
required, 

2. you would not feel comfortable contacting a 
person of this kind and asking him to act as a 
shelter manager, nor would you have the time. 

3. you could talk with the building owners at the 
time you visit them regarding the licensing of 
their shelters, and ask them to pick shelter 
managers from their own managerial staffs. 



O 
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III.A.2.a. (3). The Fallout Shelter Program (Shelter Management Plans). 
FRAME 25 

"Fine 3 ” the Operations Officer agrees. "These building owners 
have already proved to you that they are interested in the program 3 by 
al lowing a shelter to be located in their buildings and by signing a 
license. So they will work with you on selecting shelter managers. 

And as we said 3 once you have your shelter managers^ the managers help 
you to equip and stock the shelters to which they have been assigned* " 
He pauses thought fully and then continues 3 "Sorry., but there is still 
more for you to do. These people must be trained in shelter manage- 
ment and they need help in developing shelter management plans , " 

"I understand* " you reply, "You mean that: (Check the best 

response * ) 



1 . not only must I see that they get trained but I 
must work with them in the development of plans 
for managing their individual shelters," 

2 . 1 get the managers ; hut surely someone else in 
the county government has responsibility for 
training them and developing their shelter 
plans. " 

3 * X get the managers; but cannot the shelter 
managers be encouraged to get training for 
themselves and develop their own shelter 
plans?" 
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FRAME 26 

At the close of your conversation 'with the Operations Officer * he 



summarized the things you had discus 

1. Location of shelters. 

2# Licensing of shelters. 

3* Marking of shelters* 

4# Stocking and equipping of 
shelters. 

5# Using slanting techniques for 
incorporation of shelter 
in new buildings . 

(Beside each situation below write 
is most closely related to that sit 



led* They were; 

6* Inspecting buildings to con- 
aider improving their 
shelter capabilities# 

7- Selection of shelter managers# 
8* Training of shelter managers# 
9. Development of shelter 
management plans* 



- mmiber of the item above which 
at ion, ) 



_When school officials announce they are building a new school 
building ? you suggest they include a fallout shelter in the 
building ? at small extra cost, 

_A shelter manager asks you to help him plan how he will 
organise his shelter. 

_You study the National Fallout Shelter Survey printout to find 
which large buildings in your jurisdiction have suitable space 
for shelter s • 

_You ask a building owner to sign an agreement to have his 
building serve as a public fallout shelter* 

The County Superintendent of Schools asks you how people will 
know that a school building contains a designated public fall- 
out shelter* 

^An owner of a building with a licensed shelter says he wants 
one of his own staff to be manager. 

S° t'O inspect a large building and find it can shelter only 
100 people ? in spite of its size because the ventilation in 
the shelter area is poor. 

pne individual you approach to serve as a shelter manager 
refuses on the basis that he would not know how to do the job P 
and you tell him you wall arrange for him to learn. 

One building owner puts cots and blankets in his shelLsr# 



(this is a good time to take a short break.) 



XII. A* 3 * STAFFING AND TRAINING FOR EmamCY OPERATIONS. 

FRAME 27 

As you are driving home after consulting with the State Operations 
Officer 5 you realize you have never thought before about being responsible 
for the training of shelter managers* "OK, so I must see that they get 
trained, " you say to yourself* "But first we will have to decide how many 
we need, and get them to agree to taking the Job, before I can know how 
many need training and get them trained. I can now see that the training 
will not end there. Surely other training for emergency operations will 
be needed. As the man my boss looks to for coordination of emergency 
operations planning, I had better start talking with the heads of the 
departments and get this organized. " 

With regard to training, you decide that one of the first things you 
and the county departments need to do is: (Check the best response.) 



1. outline all of the staffing which will be needed 
for emergency operations in the county and then 
decide on the training requirements. 

2, remember not to be too concerned about training or 
staffing requirements for the time being, since 
who will do what and how is not the important 
thing in emergency operations, 

3= recruit and train as many people as possible in 
all areas, whether or not there is a need for 
them right now, since having large numbers of 
people trained makes your program look good. 
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FRAME 28 



The next morning at your office you begin -work on the staffing and 
training needed for emergency operations. You decide the first step 
in the process should he to; (Check the best response.) 



JL. decide what night the shelter management .training 
class will be held, 

.2* identify the areas in which emergency operations 
staff will be needed, 

,3* call the Chairman of the County Commissioners 
and ask whether he will be willing to serve in 
the EQC. 
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FRAME 29 



You begin the task of identifying what staff will be required 
during emergency operations. You already know that, among other require - 
ments, people will be needed to manage the shelters, to serve in radio- 
logical defense positions, and to fill certain positions in the EOC. 

You know about these jobs because they are among those for which you 
are primarily responsible. You also think that probably a number of 
the county departments will need additional people for emergency opera- 
tions positions. This last area is pretty vague to you still. One 
reason it is vague is because your , 'ounty has not yet decided on all 
of the procedures it will follow when an emergency strikes. You realize 
that the number of additional emergency staff people who will be needed, 
and where, will be pinpointed better as: (Check the best response.) 



1. your county’s emergency operations plans develop, 

2. your State Civil Defense Office comes in to tell 
you the details of how you should operate in 
your local situation. 

3 . you get the latest Census figures on how many 
people there are in the county to be protected. 





FRAME 30 



l 




Considering your training requirements fiirther* you then think* 
ff As our emergency operations plans develop * and ¥e “begin to Imow Just 
how many people we need and where 3 we can them (Cheek the hest 
response. ) 

1 , urge those who are selected to go and get training 
on their own,” 

2. train them all* whether they need it or not^ so 

that we are sure . " 

3. analyze who needs to "be trained and in what. n 
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FRAME 31 



You are now 'beginning to get a better picture of the Job which lies 
ahead of you. Your friend* the County Commissioner, calls on the 
phone , He says the Sheriff is irritated because he has heard you talk 
about how import ant it is to train additional people* like auxiliary 
deputies 3 since more of them will be needed in an emergency. The 
Sheriff is beginning to think you are trying to take over his Job, 

You tell the Commissioner that you are sorry the Sheriff has that 
idea* because Just the opposite is true. As you see it, : (Check the 

best response,) 



_!• you do arrange for and coordinate the special 
kinds of training * like shelter management 
training. On the other hand* the Fire Department 
is best equipped to train its own firemen, law 
enforcement people are best equipped to tpain 
their own officers* the Health Department to 
train in medical self-help, and so on down the 
line. You only coordinate and help as required. 

.2. the Sheriff will never go ahead and do what has 
to be done* so you yourself will see to the 
training of auxiliary law enforcement people who 
are needed and see that the Job is done right. 
However* that isn't "taking over" his Job. 

3. the Sheriff is a trouble maker who never really 
wants to do anything and only stands around 
criticising others who do go ahead; therefore* 
if you must* you will ask the Sheriff in the 
neighboring comity to come in and train the 
auxiliary law enforcement people. 
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FRAME 32 



The Co mmi ssioner asks you how the people filling positions in the 
EOC, people like the Commissioners themselves, are going to know what 
is expected of them should a disaster strike. When do they get trained? 
You explain that your discussion with the State Operations Officer 
answered this question for you. The Operations Officer suggested that, 
when the county's emergency operations plan was completed, the county 
officials: (Check the best response.) 



1. should design and run exercises, using the EOC 
and with you coordinating the effort. Such 
exercises would test whether their emergency 
operations plans worked and also would train 
the emergency operations staff. 

2. would not have to he trained, because the 
plan would say what it was they were to do 
during emergencies and they needed no practice, 

3. would see that they were already trained, 
because they would do nothing in an emergency 
that they did not do every day. 



Ill 
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FRAME 33 

Your secretary has overheard your side of* the conversation with 
the Commissioner, When you hang up the phone, she says, "If* you are 
going to coordinate an over-all staffing and training program for the 
county emergency operations program, we should have some kind of a 
record system for keeping track of it, shouldn’t we?" 

You tell her that; (Check the hest response. ) 



_1. getting the people selected and trained is the 
important part, not keeping track of them, 
because they wall know whether they have been 
trained or not. 

_2. keeping track of people is impossible, consider- 
ing how they move around. You are going to 
select and train so many people that there will 
be no question about enough of them being 
available when they are needed. 

. 3 * with her help, you will maintain as current a 
list as possible of the names, addresses, phone 
numbers, assigned emergency Jobs, and skills of 
emergency operations personnel. 

— — — — — 
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FRAME 34 



So you have work to do in connection with staffing and training for 

emergency operations. Below are some job tasks related to that work. 

(Match the Job tasks (1-6) you have to do with the situation which 
is an example of that part of your job* ) 



Job Tasks 

1, Determine staffing 
needs, 

2, Determine training 
needs, 

3, Select individuals to 
serve in emergency 
operations posts. 

4, Arrange for and 
coordinate training 
courses for emergency 
operations staff. 

5, Design and conduct 
tests and exercises ^ 
using the EOC , 

6, Maintain personal, 
information file on 
all people who have 
emergency operations 
jobs . 



Situations 



There is confusion in the minds 
of the County Commissioners as 
to how the EOC will function in 
an emergency. 



You enroll a man chosen to be 
a radiological monitor in a 
radiological monitoring course. 

_You recruit a person to serve 
as shelter manager in a large 
office building. 



You analyze how many shelters 
you have in the county and how 
many shelter managers are 
needed. 



You ascertain how many shelter 
managers have already been 
trained and how many still 
need to be trained. 



The County Radiological 
Defense Officer calls your 
secretary asking for the 
telephone number of the 
Radiological Monitor for the 
County Hospital. 




Ill, A, 4, INFORMING THE PUBLIC. 

FRAI'ffi 35 

The County Commissioner's concern about the need for ai 1 of the 
Commissioners to know what would be ejected of them while they are in 
the EOC makes you start giving serious thought to another whole area 
your work. You begin to realize that all community groups and all 
citizens need information on emergency operations and that it is your 
responsibility to see that they get such information, "For example," 
you reason to yourself, "we can install a top warning system, test it 
regularly, have it working perfectly, and what good is it if* (Check 
the best response. ) 



1. we never have a need to use it?" 

2 . some other county has a still better one?" 

3 - the people do not know what the warning signals 
mean when they sound? " 
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FRAME 36 

Continuing your quiet talk with yourself;, you say; "And what good 
is it for the people to know what the warning signals are if the 
people don't* (Check the best response.) 

1 . use their telephone to call us when the warning 
signal sounds ? " 

2 . know what to do and where to go when the warning 
sounds?" 

3 . hear them once in a while?" 
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FRAME 37 



Your secretary comes into the office at this time to pick up some 
materials to be typed. She is preparing a first draft of the 
"Introduction" to the handbook you are writing. Your Disaster Plan , 

You tell her the thoughts you are hairing on your responsibility to 
keep the public informed on county planning for emergency operations. 

She mentions an interesting radio program she heard the day before 
having to do with public information on emergency operations, Mr. Boons, 
The Civil Defense Coordinator for a large city in a neighboring county, 
presented it. He talked to the people about one of their responsi- 
bilities as citizens , He told them: (Check the best response.) 



_1, the kinds of protective actions which they them- 
selves have responsibility to take in various 
emergencies, and also in preparing for 
emergencies , 

_2, that they have a responsibility to vote in the 
Presidential elections, in order to preserve our 
present form of government. 

3. they should pay their taxes and support their 

local school system, so the citizens of tomorrow 
might be well educated and the democratic way 
of life assured. 
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FRAFE 38 



You have not heard the radio program, so you question your secre- 
tary about it. She tells you it is a five -minute program given by 
Mr. Boons twice a week. He talks on such things as who has the main 
responsibility for a school disaster plan; what the PTA Civil Defense 
Chairman's role is; the things the people should do to prepare for 
disaster, like knowing their local civil defense plan, enrolling in 
Personal and Family Survival courses, and teaching their children what 
the warning signals are. Or Mr. Boons gets other officials to be on 
the program. The Fire Chief talked on fire prevention; a Health 
Department official talked on first aid; a man from a public utilities 
company told what should he done with electrical end gas appliances 
before the people leave their homes to go to shelters. 

As she tells you this, you make a mental note that: (Check the 

best response. ) 

1. this is one aspect of your work which is already 
being covered by someone else, so you won't have 
to do anything about public information. 

2. Mr. Boons is really taking something away from 
your job by holding a radio program which is 
heard in your area without even consulting you. 

3. you will call on Mr. Boons at an early date; 

since he has had so much civil defense experience 
and you are new in your job, he will surely he 
able to give you many good pointers on how to 
inform the public. I 
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FRAME 39 



That same day you receive another call from the PTA President, 
Sj,nce there is still no Civil Defense Coordinator in his city, he asks 
that you cons to his monthly PTA meeting and speak to the group about 
the citizens’ handbook which you said you were preparing. Your Disaster 
Plan, He wants the PTA members to get sane idea of what the booklet 
will contain and how they can use it. 

You respond that you: (Check the best response.) 



1 . 


gladly come, because you know that appear- 
ing before local organizations is one of your 




best means for acquainting the public with 


the 




county’s emergency operations plans. 




2, 


will come if he cannot get anyone else, but 


the 




pressures on you right at the present time 


are 




pretty heavy and you really would prefer 






postponing your appearance. 




3. 


appreciate his asking you, but you are not 
too good at speaking in public, so you are 
going to have to refuse his request. 
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FEAJffi 40 

Later, "when you are getting a drink at the water fountain in the 
hall, the County Surveyor stops to talk with you. He has heard some 
rumors about .a County EOC and that you are to make a presentation to 
the County Commissioners on it in the near future. He warns you to be 
careful what you say, because there are always reporters -from local 
newspapers at the Commission meetings , 

You reply that you are: (Check the best response.) 

1. glad he has told you this, because you will be 
prepared to deal with any newspaper people 
and not give them anything to criticize. 

2. sorry to hear this, because you had wanted to 
talk frankly to the County Commission, but now 
you will probably have to alter what you in- 
tended to say, 

3, glad to hear this, because you can use this 

opportunity to get a newspaper story on the 
county’s plans for emergency operations. 
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frame 4i 



The more you thin±c about an. over -all program of information for 
the public, the more you realise that you will have to use every 
opportunity and every means if you are to keep people aware of the 
emergency operations plans within the county. You talk about such a 
public information program to a friend, who is a doctor. He tells you 
that his County Medical Society has found out one thing they need to 
do any time they want to get an idea or a program across to the public. 
That is, they need to make sure first they their own Society members 
understand it and are behind, it. He thinks the same thing would he true 
in helping people to understand emergency operations, especially those 
needed after a nuclear attack. You would have to be sure that leading 
officials in the county understood what the goals were and why 
such goals were necessary. Then they would influence' the public to 
support the emergency operations program. 

The doctor suggests that you* (Check the best response.) 



_1» send all public officials a form letter advising 

them to take the initiative on their own to become 
familiar with what the county needs to do in 
emergency operations planning. 

_2, plan some short meetings throughout the county 
for public officials, discussing with them the 
need, the plans, and the important part they 
can play in the plans. 

3 • have someone call the public officials in the 
county on the phone, making it clear to them 
that the citizens expect them to accept 
responsibility for planning for emergency 
operations. 
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FRAME 42 

(Match the public information methods below with the situations in 
which you would use them to best advantage. There is a different 



method for each situation given. ) 



Methods 



1. Newspaper story or 
notice . 

2. Radio or TV program. 

3. Personal appearances 
( speeches ) . 

4 . Booklets , pamphlets, 
or separate sections 
of newspaper. 

5. Conference or 
discussion groups. 



Situations 

You want to tell the citizens 
"of your county what to do to 
prepare themselves and their 
families for emergencies, and 
you want the information in a 
printed form they can keep. 

You want to make a printed 
announcement which will 
reach the majority of the 
citizens of your county on a 
Personal and Family Survival 
Course you are going to hold. 

You want to explain to and 
discuss with your local gov- 
ernment officials how opera- 
tions following a nuclear 
attack will differ from 
operations after other 
disasters. 

You want to reach all of the 
"'citizens of your county at a 
regular time each week to pub- 
licize planning for emergency 
operations, and you want to 
do it "live," 

You want to publicize your 
"county’s emergency operations 
program before Service Clubs, 
PTA’s, church groups, and 
other organizations at their 
regular meetings. 



III. A. 5. COORDINATING WITH OTTER LOCAL JURISDICTIONS * 



FRAME 43 

THa President of another PTA calls you. Though he lives in a dif- 
ferent city from that of the first PTA 3 nevertheless 3 he has heard 
good things about your speech before the first PTA, He ■wants you to 
come and speak at one of his meetings also. However * his city has a 
Civil Defense Coordinator, This puts you 3 as County Civil Defense 
Coordinator ^ in an entirely different position. You do not want to 
offend the Coordinator of their city and you do not want to offend the 
President of the PTA, You decide the best thing for you to do is to 
tell the caller that: (Check the best response,) 



1. since his city has a Civil Defense Coordinator 9 you 
suggest he be asked to give the speech. Then you 
call the other Coordinator and alert him ? explain- 
ing the situation, 

j2, you will be glad to make the speech^ because you 
are always looking for ways to promote planning 
for emergency operations in the county. 

_3. you would be glad to make the speech^ but you 

are simply too busy at this particular time, so 
you will have to refuse , 
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FRAME 44 

You referred the FTA representative to his own Civil Defense Coor- 
dinator for these reasons : 

1. In your particular State the State Civil Defense Law makes it 
clear that, even though you are Coordinator of Civil Defense 
for the county and are supposed to work with the cities and 
towns in the county, you still have no authority within the 
limits of any city or town which has its own Civil Defense 
Coordinator , 

2. You want to maintain good working relations with the Civil 
Defense Coordinators in the local Jurisdictions within your 
county. 

3- You want the people in that city to get to know their own 
Civil Defense Coordinator Letter. 

The items above are your reasons for suggesting that the FTA 
President call his own Coordinator* Now, you were not required to call 
the Coordinator also and explain the situation to him* hut you did call 
and do Just that* Why? (Check the best response.) 



1. Because you are inclined to worry about things. 
2* Because you wanted to maintain good working 
relations with him. 

3- You had no reason for calling him. 



FRAME 45 

The Civil Defense Coordinator of a neighboring county calls upon 
you one day. He is promoting a cooperative effort, including -written 
agreements, -whereby the various counties concerned with the metropolitan 
area where your office is located will assist each other during a 
disaster or emergency situation. 

As you listen to what the Coordinator is suggesting, you conclude 
that: (Check the best response. ) 



_1, you do not want to recommend that your county get 
involved in such a detailed, legal commitment, 
because your county would have to assume too 
much responsibility, and all the resources it has 
available will he needed for its own operations. 

_2, your county should not he hasty in getting 

involved in such a commitment, because it is so 
much poorer than the other counties. The plan 
will probably be put into effect anyway and 
your county is bound to get fringe benefits 
even though it does not cooperate in the effort. 

3 » you should recommend that your county take part 
in this effort, because it will permit joining 
with the others in pooling resources, services 
and facilities, as needed. In the long run 
this could be cheaper and safer for every 
jurisdiction involved. 
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FRAME 46 



You decide that in your relationships with the cities within your 
county and with other local jurisdictions outside your county, you can 
get the most accomplished through using: (Check the hest response.) 



1 . the authority given you in your position as 
County Civil Defense Coordinator, 

2 , diplomacy 5 tact, and cooperation. 



You realize that written agreements with other counties for 
mutual aid in times of disaster or emergency are: (Check the best 

response, ) 



1 . one of the best means you have of assuring 
organized protection for the citizens of your 
county should a disaster strike which your 
county does not have the resources to handle. 

2 . merely entangling legal alliances which are un- 
necessary since Americans stand by each other 
anyway when the chips are down. 



You realize that the county is employing you, but that you 
nevertheless : (Check the best response.) 



1 * are not responsible to the county government. 

2 . may have certain requirements laid upon you by 
State civil defense law. 



(THIS IS A GOOD TX^ TO TAKE A SHORT BREAK.) 
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III.B.l. 



RELATED ADMINISTRATIVE TASKS 2 MANAGING THE CIVIL DEFENSE 
OFFICE . 



FR Mm U-7 



You do make an early visit to Mr. Boons, the Civil Defense Coor- 
dinator of a large city in a neighboring county. Though you go to see 
him specifically about public . information programs* the conversation 
eventually covers many other areas of your work also, 

"You know*" Mr, Boons says* ,f I have found that the way a 
Coordinator manages his office will probably do as much for his 
reputation in the community and within the local government departments 
as anything else he does. For example* a simple thing like how your 
secretary answers the phone makes an impression* good or bad. Suppose 
a highly influential person in your county calls your office and asks 
for you. If you are not in* how does your secretary respond?" 

(Check below the best response for the secretary to make.) 



1. "I am sorry* but he is not in. I expect him 
during the latter part of the morning. May I 
have him call you?" 

2. "He is not here. He is across the street having 
coffee , " 

3- "He is not here." 
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FRAME 48 



Mr. Boons continues; "Even such a seemingly simple detail as how 
you arrange your office has an important influence on people. To 
illustrate, the reception you give. people who come into your office to 
talk to you needs consideration* Even if you must share the office 
with your secretary or someone else, the furniture should, he placed 
in such a way that you can: (Check the best response.) 



1. have a clear view of the hall-, so that you can 
see the people who pass by as you talk." 

2, have a chair for visitors near your desk, where 
you can talk with some measure of privacy and 
not be in the line of foot traffic, ff 

3# face the wall in order to concentrate on the 
conversation, ff 
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FRAME 4 9 



You tell Mi 1 , Boons that it had not occurred to you before , but now 
you can see that little things like having a chair placed where a visitor 
can talk with you and feel comfortable while doing so would make a 
different impression on him than if he had to sit where people walked 
between the two of you as you talked. You have visited in offices where 
the latter situation was the case , and you remember that you were not at 
ease . 

"There are other things, too, about managing your office which have 
a terrific impact on people who contact you," Mr, Boons adds, "Suppose 
the County Director of the Red Cross and the Director of the County 
Welfare Dep ar tin cn t come into your office asking for some shelter 
statistics. You say you have the figures right at hand because you were 
looking at them just yesterday. They will leave with more respect for 
you if you then: (Check the best response.) 



_1, begin searching through a huge pile of papers 

scattered on top of your desk, eventually finding 
the statistics." 

2 . . go to the file cabinet, pull out a folder marked 
'Shelter Statistics,' and give them the figures 
they need, " 

3 . begin searching through a huge pile of papers 
scattered on top of your desk, hut never find 
the statistics," 
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FRAME 50 



Mr. Boons goes on to say, "Many people don’t think; of this, hut 
even how you handle your correspondence impresses others, one way or 
another. Let’s say you were in need of some help from me and you wrote 
asking me several questions. Would you have more respect for me if X: 



(Check the best response.) 



1 . answered your letter at once hut failed to answer 
any of your questions except one?" 

2, did not take the time to answer your letter at 

all, since it came at a time when I was 
especially busy?" 

3. answered your letter at once, and gave courteous, 

i helpful answers to all of your questions?" 

> - 

i 

i 

| 



I 

i 
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FRAME 51 



"We can't possibly cover today all of the kinds of things in office 
management 'which you will have to handle, and which will be important 
to you in doing a good job, " Mr. Boons concludes. "However, I hope 
these examples we have used will help some." 

As you get up to leave, you thank him, saying that you: (Check 

the best response. ) 



1, were now more aware how seemingly little things 
could influence people 1 s confidence in you as 
Coordinator, and you were also more aware of the 
many things which managing your office included, 

2, could not possibly hope to learn the things 
which seem to be required of you in dealing with 
the people in the community, if they are even 
going to notice such details as how you manage 
your office, 

3, do appreciate what he has told you, but that 
you cannot really see why it is anybody's 
business how you manage your office, and that 
is the basis upon which you propose to operate. 



O 
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FRAME 52 



(Place the number of each of the office management items "below in 
the blank before the situation which illustrates it. An item may be 
used more than once. ) 



1 



I 

I 



Items 

1. Preparing corres- 

pondence . 

2. Managing your office 

staff, 

3. Arranging your office. 

4. Preparing reports, 

5. Keeping records. 



Situations 

_The State Civil Defense Office 
asks you to send in periodic 
reports on all of the people who 
take civil defense courses in 
your county. 

_A decision needs to be made as 
to where a phone will he installe 
in your office, 

_You answer a letter from the 
Gray Ladies in one of your cities 
which asks whether or not there 
is anything their organization 
can do in the emergency 
operations program. 

_You keep a list of all key 
emergency operations personnel. 

You ask your secretary to be help- 
ful to people who come into the 
office. 

You share an office with your 
secret .ary and must decide where 
to put the only file cabinet, 

You write the Chairman of the 
County Coimnission. 
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FRAME 53 



(Check the situations below which you think were handled correctly.) 



1, The State Civil Defense Office asks you to send 
in periodically the names and addresses of all 
the people who take civil defense courses in 
your county. You send the report, including only 
the names because you did not get the addresses 
from the instructor, 

2, A decision needs to be made as to where the sin- 
gle phone will be installed in the office which 
you share with your secretary. You decide on the 
location by yourself, 

3, A letter comes from the Gray Ladies in one of 
your cities, asking whether or not there is 
anything their organization can do in the 
emergency operations program. They have a Civil 
Defense Coordinator in their city. You talk 
with him. about their request. He agrees to 
contact them. You write the Gray Ladies, thank- 
ing them and saying when their Coordinator will 
call upon them, 

4, You keep a current list of all key emergency 
operations personnel. 

_5. You request your secretary to be helpful to 

people who come into the office but do not ex- 
plain what you mean, 

6. You share an office with your secretary. You 
place the only file cabinet beside your desk. 

She gets whatever you need from the files for 
you. 

7, You follow the practice of regularly dictating 
memos to your secretary for the officials who 
are in the building where your office is located. 
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Ill, B, 2, RELATED ADMINISTRATIVE TASKS: THE PROGRAM PAPER. 

FRAME 5L 

The very next morning after you had seen Mr, Boons you call ham 
and say, "I didn't know I would have to take you up on your offer of 
further help so soon, hut what in the world is a Program Paper ?" 

Mr. Boons chuckles under standingly, remarking that your morning 

mail must have arrived, too, with the letter from the State Civil 

* 

P^f^ise Office notifying all local Coordinators that Program Papers are 
due in the State Office in less than a month. You assure him that he 
is right. He tells you that the Program Paper is supposed to he used 
to help you get your emergency operations program planned and organised. 
It is a printed form developed hy OCD to: (Check the best response.) 



_1, confuse local Civil Defense Coordinators. 

_ 2 „ list the agendas for the programs of voluntary 
organizations within the county. 

_3, he used hy local jurisdictions for planning 
purposes. 



Is , i 
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FRAME 55 



IT A printed form for planning purposes , . , . , I don’t understand, tf you 

say, 

"Well, let’s see if I can clear it up a little for you., 11 he con- 
tinues. ’’Suppose you have 50 shelters in a community. You study your 
local situation and figure you need ten more. You think about how you 
can develop them. You decide , say, that you can get a certain local 
superaiarket to improve some space they have, and a cartage company to 
use a new warehouse they are building. Considering all possibilities, 
you feel pretty sure you can get five of the ten shelters developed 
during the next fiscal year . You write this down on a paper in some 
kind of systematic way. Well, what you have done essentially is; 
(Check the best response.) 



1. said where you are in your shelter program, 
where you want to go, and how far along the road 
toward where you want to go you hope to get the 
next fiscal year. TT 

2. confused yourself more than, ever, discouraged 
yourself more than ever, and done nothing con- 
structive , " 

3* performed a paper exercise which has no meaning 
for you or for anyone else In your local Juris- 
diction. n 
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FRAME 56 



You tell Mr, Boons you can see how that kind of organized thinking 
is useful, hut what you can’t see is how it relates to any printed form 
called a Program Paper . 

"Suppose," he goes on explaining, "you write your figures down, not 
on Just any piece of paper, hut on a printed form which has organized 
groupings of spaces where these kinds of figures go, and that printed 
form is titled Program Paper . Now do you see the relationship?" 

Mr. Boons tells you that the Program Paper isn’t concerned with only 
the location of shelters. There are places on the Program Paper for all 
of your local emergency operations programs, such as the licensing, 
marking, and stocking of shelters ; conmuni cat ions % warning; and the 
emergency operating center. 

"Oh, I see," you reply, "when I get all through completing the 
Program Paper then 1 will have: (Check the test response.) 



_1 . one piece of paper which shows in an organized 
way the goals we have for each of our emergency 
operations programs, the current status, and 
what we plan to accomplish during the next fiscal 
year." 

2 . a lot of figures which might he interesting “but 
which won’t really mean a thing to us here in 
the county, not as far as the practical side of 
getting our Job done is concerned." 

3. a piece of paper which is of no use to anyone, 
except that we have met another requirement laid 
on us by someone outside of our local Juris- 
diction. " 
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FRAME 57 



Mr. Boons agrees that the Program Paper will help you to think 
through your entire emergency operations program in a systematic way. 
It has also helped him in managing his time,, his effort and his 
resources, 

"Speaking of resources,” you ask., ”how am I going to get all of 
the little towns in my county to turn in Program Papers? ” 

Mr, Boons tells you that in some instances of which he knows the 
State has each county turn in Just one Program Paper which covers the 
county and all of its political subdivisions, The ^nailer cities and 
towns sometimes "piggy back” on the County Program Paper in this way 
"because they: (Check the heat response.) 



1. often do not have the staff and resources which 
larger Jurisdictions have ? and therefore 5 they 
need to pool their efforts with the county. 

2. do not have a large enough population to warrant 
preparation for emergency operations, 

3. do not have the equipment required to fill out a 
Program Paper. 
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FRAME 58 



You reflect on what has been said, and then add, "Even if the 
Program Paper is a good thing to have, I still cannot see why X have to 
send it in to the State," 

Mr, Boons replies that most State civil defense laws throughout 
the United States say that the State Civil Defense Office may require 
reports, as necessary, from the State's political subdivisions. Also, 
the practical fact remains that the local Program Papers are one way 
the; (Check the best response.) 



most authority, 

3. State and Federal civil defense offices get a 
current, total picture of how a State is pro- 
gressing in its preparations to cope with 
emergencies , 



_1. State Offices have cf demonstrating their 



authority over the local jurisdictions. 



2. Office of Civil Defense has of showing the 



State and local jurisdictions who has the 
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FRAME 59 



Mr, Boons also suggests that when you are ready to go to work on 
the Program Paper for the first time you should; (Check the "best 
response, ) 

1, lock the door and consult with no one, 

2, call in the Chairman of your County Board of 

Commissioners and have him help with the 
product, 

3, call the State Civil Defense Office for assistance. 
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FRAME 60 



(Check below the items which are true.) 



The Program Paper: 

1. covers the Federal fiscal year. 

2. is a printed letter. 

3- is compleited and sent in to the State Civil 

Defense Office by local Jurisdictions. I 

4. covers only the shelter program, 

5. helps you to organize your planning. 

6* must he prepared by every local Jurisdiction in 

the county, each separately from the other. 

7 . includes information on many emergency operations 

programs . 



i 

I 

I 
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XII. B. 3 . RELATED ADMINISTRATIVE TASKS: PREPARING- AND PRESENTING A 

BUDGET. 

FRAME 6l 

Mr. Boons then tells you he has an appointment in your city later 
in the morning. He invites you to have lunch with him , at which time 
he can discuss with you some other things he has thought of since 
yesterday. At lunch he refers again to the Program Paper saying, ’’You 
know, you will learn more about this later, hut one of the things you 
will have to do is prepare a budget request and present it to your 
County Board of Commissioners. It isn't easy to get it all lined up, 
know what you need money for and why, and then present convincing 
arguments to Justify it to your Commissioners. A Program Paper helps 
you in this because: (Check the best response,) 



_1, you can let the Commissioners read the Program 
Paper, and then you won't have to explain 
anything, " 

_2» having thought the whole program through in order 
to put it in the Program Paper helps you to have 
clearly outlined in your mind the reasons why you 
need the funds you are requesting. " 

3* an official, from the State Office has prepared it 
and the Commissioners will think that an outsider 
knows better than you do what the County needs . " 
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I1X.B.4. RELATED ADMINISTRATIVE TASKS: PR0CUREME1TT AND DISPOSITION 

OF CIVIL DEFENSE MATERIALS AND EQUIPMENT . 

FRAME 62 

Mr. Boons is of the opinion that you will have more success in 
getting i:he money you request in your budget if the Coimnis si oners see 
you as a "good steward. Tr lf For example^ u he explains^ "suppose when yc 
came into your Job there was some money left in civil defense funds 
which was designated for office equipment. You had been assigned a 
secretary but had no desk or typewriter for her. Wouldn T t the 
Commissioners be more apt to respect your motives and Judgment if you* 
(Check the best response.) 



1. went out and bought a new desk and typewriter at 
once 5 so that the secretary woulcin T t lose any 
valuable time in getting to work? ,f 

2 . * looked in the local newspaper classified ads and 

found a second-hand desk and typewriter which you 
then purchased for her? 11 

3* cheeked first to determine whether the county al- 
ready had a desk and typewriter which could be 
assigned to her?’* 
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FRAME 63 



Mi** Boons advises you further * "You see 5 what; you procure in the 
way of civil defense materials and equipment and how you use it* even 
just office supplies* postage* and phones* makes an Impression on the 
local government people and on the community* It will affect how they 
feel about your budget requests* too* If you give them the idea that 
you are trying to build an empire* you are going to get off on the 
wrong foot. The best plan Is to keep the cost as low as possible* so 
it becomes an insurance proposition for them* It is a matter of judg- 
ment and salesmanship on your partj but you do have a responsibility* 
nevertheless* to: (Check the best response.) 



_1. recommend what civil defense materials and equip- 
ment are really needed and then to procure, and 
use them wisely* TT 

_2. build up a large civil defense organization in 

order to impress the local government departments 
and the State that civil defense is here to stay 
and it should be respected accordingly. ft 

3* get as much of the money budgeted as you can* 
whether you really need It right now or not* In 
order to have seme funds on hand just in case 
something comes up which you will need to procure. 
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III. B. 5. RELATED ADillUTSTRATIVE TASKS: ASSURING SURPLUS 

PROPERTY AND FEDERAL FINANCIAL ASSISTANCE ELIGIBILITY 

FRAME 64 

As your conversation continues , you appreciate more than ever how- 
helpful it has been to have the benefit of Mr. Boons' experience. He 
tells you next that there are a couple of other areas which tie right 
in with the whole idea of budget, and of procuring and using civil 
defense items. These areas are the Office of Civil Defense Federal 
Surplus Property and Federal Financial Assistance Programs, These 
programs provide Federal help on many emergency operations projects, 
and you are responsible to use this assistance to your county's 
advantage, provided it is eligible to participate in the programs. 

"For example," Mr. Boons explains, "take the Federal Surplus 
Property Program, Each State operates a State Agency for Surplus 
Property ( SASP ) where certain Items which have been declared surplus to 
the needs of the Federal Goverimient are: ( Chech the best response.) 

| 

! 

I 



_1» accumulated "before they are destroyed. 

2. sold to the highest commercial bidder, 

3. made available to local Jurisdictions for civil 
defense ? education^ and health purposes* 



O 
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FRAME 65 



You say to Mr, Boons? "Let me see, what you have said is that the 
Office of Civil Defense has Federal surplus property which is available 
to my local government, and some of that property is available for civil 
defense purposes ONLY . Then X must be the one my local government 
officials should come to with requests for Federal surplus property 
items which they need for emergency operations® Is that right?" 

Mr, Boons replies: (Check the best response,) 



1. "Yes, and you request the items through the 
State Civil Defense Office," 

2. "No, " 

3. "I don't know who is responsible for getting it 
for them. " 



O 




FRAME 66 



Your interest picks up, but you "wait to hear how this ties in witl 
the budget. Mr. Boons gives an example of how the Office of Civil 
Defense (OOD) Federal Surplus Property Program works for him and he 
relates the program to his budgeting process. In the past if there hac 
been an electric power failure in his city during an emergency or a 
disaster j the Water and Sewer Department had no way to handle sewerage 
except to dtnnp it in the river running through the city. Such a 
practice could cause wide-scale pollution and disease. So Mr, Boons 
helped the Water and Sewer Department obtain an auxiliary diesel— driven 
generator through the OCD Federal Surplus Property Program, and at a 
fraction of its original cost. 

Mr. Boons has helped his other city departments, also, to get 
required items this way. He thinks that such cooperation on his part 
in getting OCD Federal, surplus property for the city for emergency 
operations purposes is really: (Check the best response. ) 



1* one way to keep ahead of the State and Federal 
Governments , 

2, tied to his budgeting process because he refers 
to it at budget time, showing the city officials 
that he has helped them save money. 

3. really not his responsibility, but he does it in 
order to appear to be cooperating with the 
departments of his local government and to be 
accepted by them. 



O 
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FRAME 67 

"Is my county eligible -to receive Federal surplus property through 
OCD? " you ask, 

Mr. Boons replies that the State Civil Defense Office certifies 
local Jurisdictions for eligibility for Federal Surplus Property for 
civil defense purposes. He says further that it is your responsibility 
to see that your county meets the requirements for eligibility. He 
suggests that you discuss whether your county is eligible, or how it 
can be made eligible, with the: (Check the best response.) 



1, Governor of the State. 



_2» County Board of Commissioners, 
3. State Civil Defense Office, 



O 
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FRAME 68 



Lunch is alm ost over, 'but Mr. Boons adds a parting thought. He 
doesn’t think your predecessor ever got aroimd to submitting a Program 
Paper, However, you should consider it carefully, ’because it may he 
possible that your salary can he partly paid hy Federal funds after the 
county submits a Program Paper and is otherwise eligible. He asks 
whether you know, also , that when your county meets certain requirements 
there are other things — such as new communications equipment, warning 
devices, or an emergency operating center- -which can be partially 
financed for you hy the Office of Civil Defense: (Check the best 

response, ) 
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FRAME 69 

M.t, Boons cites an example of OCD Federal financial assistance* 

He wanted closer liaison with the large police department in his city, 
but the police personae! were all too busy to be assigned liaison work 
and Mr , Boons had no one in his office who could do it. Finally he 
worked out an agreement with the Police Department whereby they would 
hire a new 'employee who would work half of the time for the Police 
Department and half of the time for the Civil Defense Office, with 
Federal matching funds paying part of his salary, Mr. Boons says he 
knew that the money was available from, the Federal Government, because 
he had checked the requirements and regulations with the; (Check the 
best response.) 



JL. City Attorney, 

2, City Manager. 

3. State Civil Defense Office, 
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FRAME 70 
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You reply that you. now see the connection between this and your 
budget request. If the Federal Government shares with your county the 
cost of such things as salaries, emergency operating centers;, and 
necessary equipment, then the county officials should: (Chech the 

best response.) 



1. be shown at budget request time that supporting 
a civil defense budget really saves them money 
in the long run in their preparations for emer- 
gency operations, 

2. appreciate you more, as well as the things you 
are trying to do to help them, and perhaps shew 
it by budgeting for a salary raise for you and 
for more people to assist in your coordinating 
functions . 

3. figure out what equipment they w ould llhe to 
have, even though the equipment might not be 
necessary; they should budget for half of it 
and try to get the Federal Government to pay 
the other half. 
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(Check "the si tuai ions "below in which yoUj as County Civil Defense 
Coordinator 5 would have admni stra.flve responsibility to take some kind 
of action, ) 



p- * The County Fiscal Officer wants an advance esti = 

mate from all of the county officials on what the 
operating costs for their offices will "be for the 
next fiscal year. 

_J2. The comity decides to purchase some additional 
dictaphones for its equipment pool. 

__3- The Sheriff wants to get some radio equipment for 
emergency operations from the State Agency for 
Surplus Property, 

3* The State Civil Defense Office says that your 
county did not indicate on its Program Paper 
what it plans to do about a warning system. 

J5 * An extra file cabinet has to be purchased for 
your office. 

6- A Commissioner asks whether regulations would 

let you buy the file cabinet out of OCD Federal 
Financial Assistance funds. 

7 • T ne Chairman of the County Commission asks why 
there is an item in the budget for a $200 trans- 
ceiver for the EOO, 

Q* The Chairman of the County Commission asks for a 
further explanation of the Sheriff Department’s 
budget p since that department has a request in 
for an additional patrol car. 



END OF UNIT III 




UNIT III — BEST RESPONSES 



FRAME/RESPONSE 

1, I 

2 , 2 

3- 3 

4, 



5- 

6 . 

7. 

8 . 

9. 

10 . 

11 . 

12 . 

13. 



nuclear disaster 
natural disaster 
man-made disaster 
major emergency 
3 
1 
2 
1 
3 
3 
2 
3 

EOC & ccEimuni cations 
Warning system 
Emergency ops . plans 
Advise on emer. ops. 
Resources data 
informational materials 



FRAME/RESFONSE 

14. 2 

6 

5 

4 

1 

3 

15. 3 

16. 2 

17. 1 

18. 2 

19. 3 

20 . 1 
21 . 3 
22 . 2 

23. 3 

24. 3 

25. 1 

26. 5 

9 

1 

2 






FRAME/ RESPONSE 
( cont ’d) 

3 

7 
6 

8 

4 

27. 1 

28. 2 

29. 1 

30. 3 

31. 1 

32. 1 

33. 3 

34. 5 
4 
3 

1 

2 
6 

35. 3 

36. 2 
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UNIT III — BEST RESPONSES (continued) 

FRAME/ RESPONSE FRAME/RESPONSB FRAME/RESPONSE 



37. 


1 


52. 4 


63. 1 


38. 


3 


3 


64. 3 


39, 


1 


I 


65. 1 


4o. 


3 


5 


66. 2 


4l. 


2 


2 


67. 3 


42. 


4 


3 


68. 3 




1 


1 


69. 3 




5 


53. 3 


70. 1 




2 


4 


71. 1 




3 


54. 3 


3 


43. 


1 


55. 1 


4 


44. 


2 


56. 1 


5 


45. 


3 


57. 1 


6 


46. 


2 


58. 3 


7 




1 


59. 3 






2 


60, 1 




47. 


1 


3 




48. 


2 


5 




49. 


2 


7 




50. 


3 


6l. 2 




51. 


1 


62. 3 





o 
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THE CIVIL DEFENSE DIRECTOR/ COORDINATOR: 
AN ORIENTATION TO THE POSITION 



UNIT III TEST 



TEST TYPE: Multiple Choice 

NUMBER OF QUESTIONS: 10 

VALUE OF EACH QUESTION: 10 points 

DIRECTIONS: 

1- Locate your student number on the cover of this textbook. 

2. Select an answer card from those included in your instructional 
materials and enter your name, address * zip code 3 STUDENT 
NUMBER and UNIT NUMBER in the spaces provided on the card. 

3. Each test question is followed by four possible responses. 

The questions are designed so that more than one of the 
four possible responses may appear to be correct. However* 
in each question there is one response which is better than 
the other three. Select the one (only ONE) which best 
answers the question. Make your selection on the basis of 
information given in Unit X1X S not on the basis of your local 
situation. 

A. Mark the answer you have selected on the answer card* using 
a soft lead pencil. Make a heavy mark completely covering 
the space between the lines of the answer you select. For 
example* if your answer for the first question were ft a* ” 
you would mark the answer card as follows: 

a b e d 

1 . 




5. Mail the completed answer card; it is self-addressed and 
postage paid, . 
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1. Another Coordinator refuses to join the State Association of local 
Civil Defense Coordinators , He thinks that oilier Coordinators 
cannot miderstand the problems of his local jurisdiction and "the 
Association would be of little value to him. s You explain that the 
Association could be of help: 



a, even though the functions of his job do vary greatly from the 
functions of other local Coordinators* 

b* because the functions of his job have everything in coimnon 
with the functions of other local Coordinators* 

c* because most of the functions which he performs other 
local Coordinators also perform* 

d* because the local Coordinator 1 s job does not vary in 

complexity and scope from one jurisdiction to another. 

2* Your superior asked for a certain report by a definite date. You 

have no office help* and with all there was to do you forgot to turn 
in the report. In thinking about the problem later 5 you decide that 
you: 

a, .rare justified in forgetting the report considering your work- 
load 5 and that your superior probably realises this* 

b* will explain to your superior that the press of duties made you 
forget the report*, and then get the report in at once* 

c. will not excuse yourself since you should have had your office 
organized with a system which would help you remember deadlines* 

d* Will apologize for the delay and use the incident as an example 
of your need for office help* 

3* A member of your community expresses doubt that enough shelters 

will ever be found in the jurisdiction to protect the citizens from 
fallout* You talk to him about the shelter program^ explaining that 
your job with relation to the shelter program includes: 

a. making plans for using shelters that are available. 

b* developing additional shelters, 

c* informing the citizens of the need for adequate shelters, 
d* doing all of the things listed in a 3 b 3 and above* 
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The primary p\r of an emergency operating center is to provide 

a facility for; 

a, fallout protection for key government officials. 

b, gathering of emergency information* 

c, direction and control activities. 

d, housing and communications equipment. 

An influential citizen from your Jurisdiction is quoted in a local 
newspaper as saying that,, as far as he knows ^ no one is doing 
anything to prepare the local government for operations during 
any kind of an emergency. You are concerned because you: 

a* wonder how effectively you have done your Job* 

b, feel that local government officials should have kept 
the public better informed. 

c* think he should be responsible enough to find out for himself 
what the local government is re ally doing. 

d. have no responsibility in a situation like this and feel that 
such responsibility should be given to you. 

Your Chief Executive says that if your Jurisdiction ever had a flood 
like those known in some parts of the country 3 let alone fallout from 
a nuclear attack,, the result would be chaos. You reply that the best 
way for your Jurisdiction to guard against such chaos would be for 
it to; 

a. preposition emergency operations equipment and resources* 

b, assign people to emergency Jobs and trhin them. 

c* give you authority to direct the local government departments 
in what they should do to be ready, 

d, plan now for the use of all resources available. 
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7. The Chief of the Department of Public Works asks you to get the 
Department some street marking equipment through the State Agency 
for Surplus Property, Your best response would be that you will: 

a. be glad to do this for him, 

b. check with the Chief Executive to get his OK for you to do this. 

c. try to do this, if the equipment can be Justified as being 
needed for civil defense purposes. 

d. do this for him, if the State Civil Defense Surplus Property 
Agency has any street marking equipment available „ 

8, Your Chief Executive asks you to attend a publicized meeting of 
representatives from the cities end counties of your metropolitan 
area. The purpose of the meeting is to discuss plans for coping 
with the effects of floods. You feel: 

a, willing to go, hut reluctant to take time from your other 
pressing duties to attend a planning session, 

b, regret that you were not the one to find out about the meeting 
and alert the Chief, since taking part in area planning for 
emergency operations is one of the things you are appointed to 
do, 

c, pleased, since others who have been in your local government 
longer probably know the locality better and could have been 
selected to go, 

d, reluctant to attend, because you are not sure you will be able 
to answer all of the questions you might be asked on planning 
for emergency operations, 

9* With regard to responsibility for staffing and training for emergency 
operations , you have : 

a. minimal responsibility. 

b, full responsibility. 

Oo responsibility for consulting the department heads in all areas 
of emergency staffing and training, to determine needs and meet 
them, 

d. responsibility to consult with the department heads about some 
areas of the staffing and training and to cover the other areas 
yourself. 
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Your Chief Executive ashs you whether you are ready to explain 
to the local budget review people the items in the area of 
emergency operations for which you will require funds during the 
next fiscal year. You reply that you will be able to do so as soon 
as : 

a. you can have a meeting with the State Operations Officer to 
outline what is needed locally. 



b « you can get the detaals of what is needed in emergency 
operations outline d 5 as on a Program Paper. 

o. the departments of local government tell you what they want 
purchased. 



d. you can get your general emergency operations goals in mind* 
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UlMIT 4 

STAFF COLLEGE OFFICE OF CIVIL DEFENSE • DEPARTMENT OF DEFENSE 




KNOWLEDGE: 

What Do I Need to 
Know to Get Started 



in My Job? 
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UNIT IV. KNOW LED GE; WHAT DO I NEED TO KNOW TO GET STARTED HT MY JOB 
A, Early tasks in your office. 

1, Items requiring attention first. (Frames X-l8) 

a. Who appointed you. 

b. To whom you report and how. 

c. Whether funds have been appropriated to operate the 
program, and how much. 

d. Whether you have office space, furniture, equipment, 
supplies . 

(1) Minimum immediate requirements for these things. 

(2) Sources from which you may get them and how. 

e. Whether you have an office staff. 

(1) Whether you may hire secretarial and other help. 

( 2 ) Whether they are hired under a merit system or not. 

f . Whether sources of volunteer office assistance are 
already available, if you have no paid staff o‘r funds. 

2. Items related to setting up your office. (Frames 19-33) 

a* Set up your office in conjunction with your secretary, 
if you have one. 

b. Go through the present files and documents in the office, 
if there are any. 

(1) To get a history of civil defense in tI?o ccmmunity. 

(2) To acquaint you with on-going emergency operations 
programs . 
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c. Set up at least a temporary filing system at once. 

d. Set up filing system for printed materials. 

e. Set up filing system for Federal Civil Defense 

Guide . " " 

f. Keep daily log of all significant incoming mail. 

g. Establish Surplus Property Card File. 

h. Establish Civil Defense Equipment File. 

Early tasks in connection "with the local government organization, 

1, Determine what is ejected of you by your Chief Executive, 
using a Job checklist. (Frames 34-4o) 

a. Determine what degree of authority is delegated to you 
and how. 

b. Determine how you are expected to work with the department 
heads within the local government, 

(1) How the Chief Executive expects you to relate to 
them^ staffwise and operationally* 

(2) Whether the department heads themselves understand 
how the boss expects you to work with them. 

2. Familiarize yourself early with organizational structure 
of your local government. (Frames 4l— 49 ) 

a. Become familiar with the functions of local government 
departments, 

b. Schedule a courtesy call with each department head and 
discuss briefly how you can assist him, 

e» Determine who within the local government is the one to 
give you legal assistance. 

(1) Who must be kept informed of legal requirements 
affecting civil defense actions of local government* 

(2) What civil defense ordinances exist. 
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d. Determine whether a Civil Defense Advisory Council 
exists or whether one should he- organised. 

C. Early tasks in connection with local program planning. 

1. Determine what types of disasters could strike your community. 
(Frames 50-52) 

2. Determine early what concept of emergency operations the 
community has; whether there is a plan for coping with possible 
disasters j and if so, whether it is backed up with an 
organizational structure and standing operating procedures. 
(Frames 53-56) 

a. Begin to analyze whether those plans really represent 
what the community should do in a disaster situation. 

(1) Whether present nlans must be revised or cancelled 
and by whom. 

(2) Whether additional plans must he made and by whom. 

b. Fit planning for all disasters into the overall emergency 
operations plan, including checklists of emergency actions 
to be taken to implement the plans. 

(1) Make temporary plans for immediate use and 
checklists to implement the plans, 

(2) Continue work toward more permanent plans for the 
future. 

3. Determine what resources the Jurisdiction has or needs to 
minimize the effects of possible disasters, (Frames 57-61) 

a. Begin the preparation of lists of available manpower, 
materials, supplies , equipment, and facilities. 

(1) Encourage each department of local government to make 
its own lists, assisting and advising them as necessary, 

( 2 ) Encourage each organization in the private sector of 
your Jurisdiction to make a list, assisting and 
advising them as necessary. 
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(3) Coordinate all lists into a ‘total master resource list. 

b. Compare what you have with what is needed, and begin to plan 
■ways to develop the balance . 

4. Begin planning for future tests of" the emergency operations 
plans to be sure they -will work* (Frame 62) 

5. Make an outline of* the work to be done. (Frames 63-70) 

a* Determine what part of* the dob you must do and what others 
can do. 

(1) Departments of 1 local government. 

(2) Private sector* 

(3) Other government agencies represented in your 
Jurisdiction. 

b. Set priorities For yourself. 

(1) Establish what you should do-, and not do 5 the 
first day; the first week; etc. 

(2) Begin to look ahead to what you can reasonably expect 
to geo done in the first six months. 

Local budgeting and finance. 

1. Budget planning. (Frames 71-82 ) 

a. The budget is a financial plan. 

b. Preparing and presenting a budget may be one of your most 
important and demanding tasks. 

(1) Become familiar with the process as it is used in the 
local government structure. 

(2) Learn early what informal and formal sources of help 
in preparing the budget are available to you. 

c. The historical record of the budget process within the 
eonmnunity is important. 



a. 



( 1 ) Note the amomts and purposes for which money 
has been spent by other departments of local 
goire^nmerrt . 

(2) Stud y the pattern of funds appropriated and 
spent for civil defense over the years. 

(3) Be aware that tradition has a powerful, influence. 

def>ense bud ^ et would he comparable to a 
budget from any department of your local government. 

Cl) Remember you are a coordinator here also. 

(a) Help other departments pull together their 

epartmental needs for emergency operations as 
required, and to male provision for the defense 
of these items m their budgets. 

' b ' ) fii ' 1 ga 5 s t>y budgeting separately from the 

or not^ST”?? t0 T i ' tem!, to office 

or not logically assignable to them. 



2 . 



3. 

4. 



Budget preparation 
a, 



(frames 83 s 84) 



SSfjuSSlSgff in the *««* required by 

Sd^oSJrScSri^^t^s of^ c jSS e e'ui erVl + eS3 supplies > 

sirens, etc. S f capital equipment, such as 

c. Provide written esqplanations (or backun ) frv^ W w . , 

are needed and how they will bl ueil; ^ te ” S 

Budget presentation, (frames 85 - 88 ) 

Budget bookkeeping and audit. (frames 89-99) 

a. Budgeting includes legal requirements. 

(1) Expenditures must not exceed authorized appropriations. 

(2) ^?hS a ?l^t^ t aa;eS^ P “" a, SUbmittei ’ rented 
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(3) Budge-bed funds must; usually "be expended for 
only the items for which they are requested. 

t>. Periodic reports and audits are required, 

(1) Suitable accounting for public funds must be 
made , 

( 2 ) Receipts must be obtained and filed -when any 
appropriated finds are spent, 

(3) Simple but adequate records of the money you had., the 
money you have spent 3 and the money you have left on 
hand must be kept, 

(4) An annual report which shows that you have used well, 
and for the purpose requested, the money which was 
given to you will help in future budget requests. 



(SUGGESTED BREAKS: FRAMES 4-9 and 70 ) 
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UNIT IV, KNOWLEDGE: WHAT DO I NEED TO KNOW TO GET STAN TED IN MY JOB? 

Now that you are a Civil Defense Coordinator and are aware of 
some of 'the kinds of work you will be responsible for 3 one of your 
first questions will undoubtedly be* "With all that I have to do* where 
do I start? How do I begin to make sense of this Job of coordinating 
and advising my local government organization in its preparation for 
emergency operations? Tf 

Unit IV of this course will give you information in some special 
areas of knowledge which will help you to begin: 

1, setting up and organizing your office; 

2 . familiarising yourself with the local government departmental 
structure and function; 

3* planning for emergency operations; and 

planning for preparation and presentation of a budget request. 
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IV. A. 1. EARLY TASKS IN' YOUR OFFICE: ITEMS REQUIRING ATTENTION FIRST. 

FRAbffi 1 

The Chief Executive of your local j ml sd 1 ci ion phones to ask you, 
to take the position of Civil Defense Coordinator. He tells you what 
the job is and what the salary will be, explaining that the jurisdiction 
has had a part-time Coordinator only who is now moving away. Since you 
are relatively new to the locality, the call catches you "cold. " How- 
ever, the Chief Executive asks you to think about the offer and to get 
in touch with him sometime within the next two days, because he has to 
have a report in to the City Commission soon. 

After you hang up the phone, you wonder, "Why does he have to 
report to the City Commission if he is responsible for hiring me?" If 
you are to be the Civil Defense Coordinator, the answer to this quest 1 on 
seems important to you, and you really want to know at once: (Check 

the best response. ) 



_1. whether reports go to the Commissioners on all 
newly hired city employees, 

_2. who would he hiring you — the Chief Executive or 
the City Commission? 

3 . how many city commissioners there are. 
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FRAME 2 



The more you think about who would "be responsible for hiring you ? 
that is ? to whom you would he responsible, the more important it becomes 
in your mind,. To you, the Job would he a lot different if you reported 
only to one person than if there were several persons to whom you were 
directly responsible, all of whom had different ideas about what you 
should be doing and how you should. do it* 

You go to see the former Coordinator before he leaves the city. 

He tells you that the City Commission hires the local government 
department heads, including the Civil Defense Coordinator* He doesn’t 
really- know who the Coordinator should report to. Nobody ever made it 
a point to tell- him. That, in fact, is one of his big complaints: 
nobody ever told him anything* He has never even met some of the city 
commissioners and has never attended a City Commission meeting. 

As the former Coordinator talks, you make a mental note that you 
won f t sit and wait for somebody to tell you what you need to toiow. If 
you take the Job, the first thing you need to do is to: (Check the 

best response* ) 



1* find out to whom you report* 

£ * report that the former Coordinator was unhappy. 

3. make sure the city commissioners treat you better 
than they did the former Coordinator* 
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frame 



After you have returned home from talking to the former Civil 
Defense Coordinator , you decide you "will probably take the Job. Right 
away you make a list of things you want to find out during the first 
day or so at work, and heading the list is the question, "To whom do I 
report?" Trying to organize your thoughts, you ask yourself, "Why do 
I need to know to whom I report, in other words, to whom I am responsible? 
You think of several reasons : 

1. You need to know the kind of people you are dealing with, get 
acquainted. 

2. You need to know what they expect from you, and what you can 
easpect from them. 

3. You need to sit down with them and get procedures set up for 
how you will work together. 

You make up your mind that when you call the Chief Executive to say 
you will take the dob you will not only ask to whom you report, but you 
will also find out: (Check the "best response.) 




FRAME k 



Killing further, you decide that it might be 
had some suggestions w ' a S °° d thlllg if you 

~ ^ on r- when ~ 

ov. r different method, in ^ ^ a . ^ ^ Y °" 60 

b ° SS ** «*«. whenever the need cat* up <* .. “ *“ *° "* 

regulars « y ° U COUld meet **th him 

*- *- an inform »„ lt ^ v 

coudd prepare a written report. *° U 

«« 7 , you settle on the idea of a ttonthly written report xt 

2. 2 : that you *- - - 2. 

- »»■ - -■ r ~ rrr:.“‘“ — - 

report as the procedure 
you prefer because: (Check the ^ * Procedure 

\oneck the best response.) 



3. 



save you the'ttaj 11 y^ e ^2 d a ™- lt tfn re P°*t and 

issr* = ssss: 

^*^® u tS2i y i3°StS r ? 3SiTOS 

to* S X so Sa 2 rfa“!to OT X aE£m ® t 0f ^ 
boss. i ace -to -face meeting with your 

VvSr^r t *T rd *«■ *** ^ou 

you to organize y^sel? ° 
progress * helping him ir* evaluate your 
activities better. ^aderstand your 
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FRAME 5 



When you call "the Chief Executive to say you will take the Joh ? he 
asks you to come in to see him that same afternoon. After introductions 
and prelimlua r*y conversation, he says, ft Our mutual friend, Jim Gown, 
who recommended you, tells me that you are a good manager, so I am sure 
one of the first things you are waiting to hear is who your boss is, 

I know the situation differs from one city to another, but here I am 
responsible to the City Commission and you serve as a staff man for me, 
reporting to me, 11 

When you inquire as to the procedure for reporting, he asks whether 
you have any suggestions. He is pleased when you present the idea of a 
monthly written report which would include among others such things as 
the emergency operations programs you have worked on, the meetings or 
conferences you have attended, and the civil defense training which 
you have conducted or taken • He feels that such a report would also be 
of special benefit to you because it would: (Check the best response*) 



1, automatically rule out the need for any kind of 
personal meetings, discussion or conversation 
between the two of you* 

2, help you in the preparation of your annual 
reports and budget backups, 

3, eliminate his having to be concerned about 
your civil defense program and activities* 



FRAME 6 



The Chief Executive goes on to say that on a day-to-day basis he 
"will also be available for consultation with you as it is required. He 
then asks whether it would be possible for you to come with him that 
evening to the City Commission meeting. He would like to introduce you 
to the Commission members, since they are the ones who officially hire 
you. You are glad to be able to attend the meeting because; (Check 
the best response.) 



_1. you feel it is important to establish good 

relations as early as possible with the members 
of the City Commission. 

_2, it gives you a sense of importance to associate 
with members of the City Commission, 

,3. you have always been curious about what goes on 
a*fc sueli a meeting. 
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FRAME 7 

You go to the Commission meeting with the Chief Executive. You 
meet the Commission members* They tell you that one of their big 
complaints against the Civil Defense Office in the past was that they 
had set aside some funds for civil defense and, though they tried* they 
never could get a satisfactory accounting of what was done "with the 
money* There is just enough left for your salary and that of a part- 
time secretary* up to the beginning of the next fiscal year. At that 
time the Commission will budget funds for your office. 

So far the meeting with the Commission members has answered two 
big questions which you had placed high on the list you made of things 
you needed to find out right away. They were: (Check the heat response.) 



1 . 


,f Wi L.1 the Commission members like me* 
enjoy the meeting?” 


and will I 


2. 


T, Will the Conmission members be frank with me* 
and are Coirnnission meetings open or closed to 
the public?” 


3, 


”Is any money available for operating 
if so* how much?” 


my office^ 
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FRAME 8 



Ycmr meeting -with the city commissioners has also emphasized 
something else of importance to you. That is, you will have to be 
careful how you spend and report on any money which is appropriated 

for your office. You were made to realize this by the- (Check the best 
response, ) 



fact that your job was considered import ant 
enough for you to be allowed to attend a meeting 
of the City Commission. 

_P,, positive way in which the commission members 
had responded when the Chief Executive intro- 
duced you as the new Civil Defense Coordinator. 

3- displeasure the commissioners showed about not 
being able to get a satisfactory accounting 
for the funds which the foamier Coordinator 
had received for his office. 
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FRAME 9 

You finish the meeting with the city commissioners wondering what 
you will ever be able to do to prepare the city for emergency opera- 
tions j if your office has no fimds, Then you remember having read a 
newspaper article several months earlier in which the Civil Defense 
Coordinator in one of the larger cities in the United States explained 
his exceptionally low budget. He was able to operate on such a lew 
budget because he used his office only as a staff office . This meant 
his office assisted the existing departments of city government * as 
well as private organizations within the city 5 to prepare for their 
handling of the emergency operations of the city. Remembering this ? 
you: (Check the best response, ) 



1, take heart ? determining to get the Job done as 
inexpensively as possible * by using your office 
as a staff office. 

2* became discouraged^ because if a large city 
gives civil defense no more money than that.* 
what could your little city ever give you, 

3. seriously consider not taking the Job as Civil 
Defense Coordinator after all, because city 
officials do not seem to be inclined to pay the 
high extra cost which you know is involved in 
getting quality protection for ^ELergencies, 



FRAME 10 



After having heard the budget discussion at the Commission meeting 
you are almost reluctant to ask your Chief Executive whether or not you 

2t th^tof ^ U±pment ’ or supplies. These are more items 

at the top of your list of things to inquire about. But the Chief 

executive realizes you need to know some things like this at once in 
order to get started in your Job. As you leave the meeting together, 

° P ° f° u: Monday will be your first day on the Job. Why don't 

we drop by the room you will be using for an office? It is right in 
this same building," " s 



out 116 e ^ pJains that the former Coordinator operated 

„ ^ own office, since he was a business man and spent only part 

of his time on civil defense. The City Commission has nSw autWizef 

with th-Vif f ^ 11 : t:Lme f Coo J dlnator J 136 given an office which connects 
Ls.Sr th ?f C =m Engineer s office. It is small, but will do for now, 

Y il-T; S h ° peS to / riako better arrangements for you. 

You feel: (Check the best response.) 



1, 


a little apprehensive about your status in the 
city government if you are given an office which 
is smaller than those the department heads 
occupy. 


2. 


a little resentful that you should be asked to 
take a Job which provides you with only a small 
off ics and only a part-time secretary. 


3. 


grateful that the Chief Executive understands 
that you need to know at once such things as 
whether or not you have office space, and if 
so, where it is located. 
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FRMffi 11 

When you and the Chief Executive wall- into your new office for the 
first time, you find a desk piled high with unopened mail, papers, and. 
pamphlets. There is also a file cabinet, a chair, some pasteboard 
boxes bulging with files and papers, and nothing more. With your first 
glance you can see that you will: (Check the best response;) 

1. be able to operate only an inadequate office 
under such conditions, and that you might just 
as well say so, 

2. need a telephone, typewriter, paper, and other 
office supplies, as the very minimum immediate 
requirements, and right now is a good time to 
find out how to get them. 

3. be unable to work in an office which not only 
does not have a rug hut has furniture which is 
old and inadequate. 
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FRAME 12 



You ask the Chief Executive whether there is a way in which you can 
get things like a telephone, a typewriter, and, office supp li es « He 
tells you to make a list of your immediate needs and bring it to him. 

He will fill your initial request from materials on hand, or purchase 
the items from miscellaneous funds. He goes on to add: "I know that 

the situation varies from one jurisdiction to another, hut in our city 
the City Clerk is the one who pays the bills for the city departments, 
and all invoices and requisitions for payment from budgeted funds must 
go through him. " 

You had placed on your list of things to do right away a reminder 
that you should find out the procedure for getting items you would need. 
You now make a mental note to: (Check the "best response.) 



JL, be sure and get acquainted with the City Clerk in 
order to make certain that you get your share of 
budgeted funds in the future. 

_2. avoid the City Clerk so that you will not have 
any knowledge of, or responsibility in, the area 
of procurement. 

3* contact the City Clerk soon in order to learn 
the details of the procedures you should follow 
in the pro. irement of goods and services, when 
budgeted xunds become available to you in the 
future. 
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frame 13 



While you and the Chief Executive stand in your office talking, you 
think of what the City Commission members said about funds being avail- 
able for a part-time secretary. You wonder what would be the best way 
to bring the subject up in your conversation. Since this is another 
point on your list of things to be done at once, you decide to simply 
ask the Chief Executive in a straight-forward way whether: (Check the 

best response.) 



1. he would mind staying and talking with you a 
while longer this evening, since you have a 
lot of things about which you are confused. 

2. he thought that the meeting with the City 
Commission was satisfactory, and whether the 
t hing s they talked about with you were 
pertinent , 

2 m you are free to hire a part-time secretary, 
how you go about hiring her, and whether 
she would be hired under a merit system. 
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FRAME l4 



As it turns out, the Chief Executive is glad you have asked him 
ho-w to go about hiring a secretary, because he has been meaning to 
discuss this with you. He suggests that you run an ad in the local 
newspaper. He tells you that the city does not hire its employees 
under any kind of merit system. He wishes it did. He has Just heard 
that, if a local Jurisdiction submits an acceptable Program Paper (he 
isn't sure what a Program Paper is) and hires its civil defense per- 
sonnel under a merit system plan, then the Federal government will pay 
half of their salaries. He is hazy on the whole idea and suggests 
that you get the details for him as soon as you can by: (Check the 

best response. ) 



JL. contacting the State Civil Defense Office, 
because it supplies information to local 
jurisdictions oxi the regulations governing 
the hiring of civil defense personnel under 
a merit system- It also helps local juris- 
dictions to qualify under the merit system 
for Federal matching fimds for civil defense 
salaries. 

,2. going to the library and trying to find some 
reading material which will explain what the 
rules 5 regulations ? and procedures are for 
obtaining Federal matching funds for civil 
defense personnel. 

3* talking to the City Engineer in the morning*, 
since you have an office adjoining his, to see 
whether or not he has read or heard anything 
on the subject of Federal matching funds for 
salaries of civil defense personnel. 
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FRAME 15 



You. are extreme ly interested in what the Chief Exe cut ive Is saying 
about the possibility of obtaining Federal, matching funds for the 
salaries of civil defense personnel. You suggest to him that; (Check 
the best response.) 



1. you could call the City Engineer yet that night, 
except you do not know his name or phone number, 

2. if you c al led your wife and asked her to, she 
could go to the library yet that night, since it 
is close to your home and she could get there 
before it closed, 

3. when your Jurisdiction qualifies for Federal 
matching funds for civil defense salaries, then 
more of the money budgeted by the city for civil 
defense can be used for things other than 
salaries. 



O 
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FRAME 1 6 



The Chief Executive agrees that obtaining Federal matching funds 
would save the city money. He goes on to say, "But meanwhile you go 
ahead and advertise for a secretary. If there is any delay in getting 
one, perhaps we can find some temporary volunteer office help. You 
might ask Mary Kenner, the City Engineer's secretary, about this. 1 
believe she belongs to some local secretarial association and probably 
could give you some help on whom to contact. " 

This sounds like good advice to you because you: (Check the 

best response.) 



— 1. feel tired from the long day and would like to 

let any further planning wait until tomorrow, if 
it possibly can. 

— 2 , have on your list this very point of inquiring 
about the possibility of volunteer office help, 
in case a secretary could not be hired, 

— 3. prefer that someone else take the responsibility 
for obtaining help for your office. 
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FRAME I? 



On the morning of your first day at 'work you meet the City 
Engineer’s secretary , as you go through her office to get to yours. 

You tell her that you are planning to advertise for a part-time secretary 
and discuss with her the possibility of temporary volunteer help. She 
recommends her sister who is looking for a part-time job* You hire the 
sister and arrange for her to begin the next morning. Now you can turn 
your attention for the rest of the first day to: (Check the best 

response, ) 



1. listing your immediate office requirements, 
as the Chief Executive requested, and then 
actually getting the items into your office, 

2. deciding whether you were wise to have taken 
the Job, since the work now appears more complex 
than you had thought it would turn out to be. 

3. walking around the building in which your 
office is located to see just what kind of 
office space the other departments have. 
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FRAME 18 



(Take a moment out for review. On the list below, check those 
items which we have said you should determine as soon as possible after 
you take a Civil Defense Coordinator position, perhaps on your first 
day. ) 



1* 


Who appointed you. 


2. 


Whether you have an office. 


3. 


To whom you report and how. 


h. 


What your immediate supervisor’s salary is. 


5. 


Whether your office is as good as those which 
other department heads occupy. 


6. 


Whether you have a secretary or other staff. 


7 ° 


Whether your secretary is hired under a merit 
system. 


8. 


Whether your typewriter is electric or manual . 


9. 


Whether your office has any funds with which 
to operate. 


10. 


Whether you have office furniture, equipment, 
supplies j and if not, where to get them, and 
how, 

* — — 
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IV, A. 2, EARLY TASKS IN YOUR OFFICE: SETTING- UP YOUR OFFICE, 

FRAME 19 

On the morning of your second day at work 5 you talk with your new 
secretary about the tasks which need to be done in the office* The day 
before you had already begun to go through the unopened mail and papers 
on your desk 5 noting what was there ^ and stacking it in a neat pile at 
one side of the desk. Now you say to your secretary: (Check the best 

response, ) 



Ip "We really aren't going to try to set the world 
on fire our first day. We'll look things over 
and then cut out early. This work will always 
be here and there is no need to push that hard 
to get it done , Tf 

2, "None of this stack of stuff seems to make much 
sense* Maybe we should file it in the waste- 
basket ? so we can start with a clean slate ^ and 
not have to worry about a lot of old materials 
which somebody else aeeimxulated, " 

3* "Yesterday I began going through this unopened 
mail* I found that just looking at it told me 
quite a lot. Why don't you glance through this 
stack that I have already seen while* I am 
opening the rest. We can begin to get acquainted 
with civil defense programs and activities this 
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FRAME 20 



When you have finished opening the mail, you go to the boxes of 
file folders and papers which were left by the former Civil Defense 
Coordinator, The boxes are piled full. The materials are not filed 
in any organized way. You g: oan audibly. Your secretary suggests 
that the two of you work together in setting up some kind of a filing 
system. You agree because: (Check the best response.) 



_1. you do not have the patience to cope with the 
problem , and you would rather someone else had 
responsibility for this kind of detail. 

2 , she will probably have good suggestions to make 
as you work on them, and both of you will be 
learning. 

3. you have never seen so many pieces of paper in 
your life, and you have no interest in files 
and filing systems . 
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FRAME 21 



In the first armful of materials which you take out of the file 
boxes, you find a book containing records of the city's original civil 
defense organization, with names of participants and minutes of meeting 
You show the book to your secretary, saying, n We may have reason to 
contact these people some day. From their titles, many of them seem 
to be people of influence, and they may be able to help us," 

As you continue the job, you feel more sure than ever that going 
through the files and documents which are in the office is: (Check 

the best response,) 



2 , 



not the most interesting thing you might think 
of to do and you should have let your secretary 
do it alone. 

one good way to get some of the history of civil 
defense in the community. 

a time-consuming project which might in the long 
run add up to some wasted effort. 
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FRAM! 22 



As she sorts papers, your secretary comes upon some lists of names 
look like rosters for shelter management training courses. Then 
you find an envelope marked "Shelters" which contains shelter management 
plans. You continue to work and sort, realizing that you are becoming 
acquaint® i with some of the on-going emergency operations program in 
the city. You say to your secretary: (Check the best response.) 



1. "Going through these files is not only going to 

give us a history of civil defense in the city, 
but it is going to help us know what is 
currently being done to prepare our c ommu nity 
for emergencies. " 

2 * "Maybe we are spending too much time on going 

through this material, since we are so new on 
the job. Maybe we shouldn't set up any files 
anyway for a few weeks , " 

3* "Maybe we shouldn't be going through these 

files | if we don't know what is going on in 
the program, we could always plead ignorance 
and get away with it . " 

! 
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FRAME 23 



Your secretary continues to work, stacking the materials she has 
"been sorting into several different groupings . You ask why she is 
placing them in the separate stacks. 

She replies: (Check the "best response.) 




t 
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FRAME 2k 



You ask your secretary -what she means by "temporary” folders. She 
says that she can use some of the file folders which you got the day 
before and Just label them with broad categories for right now. Then 
gradually ^ as you both get acquainted with the work and are more sure 
of how the materials should be filed ? permanent labels can be put on 
the folders. 

After this explanation she asks 3 "How will we know what to label 
the temporary f older s?" 

You tell her that you have been thinking about this already. 
Yesterday on your desk you found a document which was part of a 
publication called the Federal Civil Defense Guide . The document 
you found included a !! Tabie of Contents 3 ” which really seemed to be an 
outline of the elements of a complete civil defense program. You have 
been thinking that you would: (Check the best response,) 
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FRAME 25 

Your secretary is enthusiastic about your suggestion for using the 
categories in the "Table of Contents" for labeling the file folders. 

She says she will add a few administrative files as necessary, like one 
for paid Invoices, You commend her idea and say that had you contacted 
the State Civil Defense Office you could have asked them what categories 
to use for setting up a filing system. Or, if you had found an 
emergency operations plan for the city, you might have used the headings 
from that. These were two additional sources for filing categories 
which you could have used if you had not decided to use the "Table of 
Contents , " 

You then change the subject to say, "I am really glad that you 
have separated the printed materials into different groups * with all 
of one kind of information bulletins together, all directives together, 
and so on. When we get the sorting done, I wish you would: (Check 

the best response,) 



JL. just use your own judgment and + hrow most of 
the printed materials away, because I am sure 
we probably will have little use for them. " 

2, set up three-ring binders for the printed 

materials and directives, putting all those of 
a kind together by date, or in some other 
systematic way," 

3* read all of the printed materials and prepare 
to tell me what the:; contain, so that I will 
not have to take time to read them, " 
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FRAME 26 



You continue thinking about all of the printed materials -which you 
found in the boxes on your desk 5 remembering the many items which were 
from the Federal Civil Defense Guide . You then say ? U X want the Federal 
Civil Defense Guide to be kept in a separate set of binders * I notice 
from what I have seen of it here in the office that new parts seem to 
be issued from time to time 3 as the old ones are revised or new ones 
are added. We must: (Cheek the best response * ) 



JL* keep the Federal Civil Defense Guide up-to-date 
as the new parts come in* by throwing the old 
pages away and putting the new pages in the 
binders * 11 

2 . avoid reading as much of the Federal Civil 
Defense Guide as we can, because it appears to 
be something dreamed up in Washington to confuse 
local governments* ,f 

3. try to convince the State Civil Defense Office 
that we do not need the Federal Civil Defense 
Guide 3 so they will discontinue the copy they 
are having sent to us , 11 
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FRAME 27 



You pause a moment to cheek the list of things to do which you had 
made. You feel pretty good about how many of them the two of you have 
already completed in setting up the office. You turn to your secretary 
and say, "There is one thing which still bothers me, A lot of mail 
seems to come to this office. Bo you have any suggestions on how we 
can control it? How can we he sure we took the action it required and 
that we filed it properly for quick use in the future if it is needed. 

X know at least that we need carbon copies of letters we send out*" 

She agrees about the carbon copies of reply letters * saying that 
they should be stapled to the incoming letter. Then she adds that at 
the last place where she worked her boss had: (Check the best response.) 



_1. required her to keep a log of significant 

incoming mail. It was a sheet of columns * in- 
cluding ones for the date an item was received* 
who it was from* the subject* the act i cm. taken 
on it* and finally* where it was filed. And he 
had her record on a calendar the due dates for 
actions he must take* so that he did not forget, 

2. made it a point to keep track of the mail 
himself* but since he had a fantastic memory* 
that procedure was easy for him, 

3 . felt that no one could ever keep an accurate 
record of incoming mail* and there was no use 
to try. He did agree that it would be best to 
file it some place. 
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FRAME 28 



The idea of a log of incoming mail is a good one. Discussing your 
office procedures together* you both agree that you -will be adding to 
or modifying them as you go along* hut that at least you can begin to 
function with what you have already decided upon. 

At this point* the City Engineer's secretary calls you to the 
phone in her office* since your phone is not yet installed. The 
Operations Officer from the State Civil Defense Office is calling to 
say that he hopes to be down to see you in a few days and wonders 
whether there is anything he can do meanwhile to help you. You bring 
him up-to-date on what you have done so far. He commends you. He 
suggests that sometime soon you should set up a Surplus Property Pile 
nd also a Civil Defense Equipment File for all equipment other than 
surplus property. He explains that you will need these files in order 
to: (Check the best response* ) 



JL« meet the accounting and other requirements of 

the State Civil Defense Office* as well as those 
of the Federal and local governments* 

_2. assure that your office routine appears suffi- 
ciently sophisticated to the city departments. 

3* impress other Civil Defense Coordinators with 
the amounts and kinds of property and equipment 
you have managed to get for your city. 
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FRAME 29 



When you return to your office* you teH your secretary what the 
State Civil Defense Operations Officer has said about the Surplus 
Property and Civil Defense Equipment Files * For example* he suggested 
that one way to keep the Surplus Property File would be by having 
small cards filed in a box by name of item* and including such informa- 
tion on each item as acquisition date and cost* invoice number* serial 
number* make* model number* where located* etc, 

f, Did he happen to say why you need all of this information on 
surplus property?” your secretary asks. 

You reply that he did* briefly. Though he expected to give you 
more details on all of this later* the Operations Officer had told you 
that: (Check the best response.) 



_1. it should be a matter of pride with you to < keep 
many and. varied accounting records* in order to 
properly show the complexity of your work. 

J2. the State has regulations on disposal which are 
tied to the date an item is acquired* as well as 
regulations on how items shall be used and cared 
for while in use. But he had said also that the 
record keeping should be as simple as possible, 

_3. the State itself is not really interested in 
what is done with surplus property items* but 
some day somebody might check * in which case 
you would have detailed records to show. 
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FRAME 30 



fT Another thing I don T t understand*" your secretary says* r ls why 
we need both a Surplus Property File and a Civil Defense Equipment File* 
when the Operations Officer said they could both be set up in the same 
type of card file * " 

You have the answer for her question* The Civil Defense Equipment 
File is especially for such things as warning system equipment* 
communications equipment (mobile or base)* trucks* generators* and 
office equipment* which are; (Check the best response.) 



_1. purchased with the aid of matching funds from 
the Federal Government* and come under a 
different set of accounting regulations than 
those covering surplus property* So you keep 
the kinds of information on these cards which 
meet the regulations covering matching funds. 

J2, given to you by private donors* but you simply 
would like to keep a detailed record of all the 
information you can on them* 

3* not really vital to your emergency operations 
program* so if you do get any of them* you 
need to keep a detailed record in order to 
try to Justify why they were purchased. 





FRAME 31 

Your secretary reflects on what you have said about h, ing a 
separate card file for the civil defense equipment which is purchased 
with the aid of Federal matching funds, "Le b me see," she says, "we 
have different regulations covering the items we get with matching 
funds than we have for surplus property items. This means" a different 
accounting must be given for why we need it and how we use it. Well, 
then, where would we keep a record of equipment purchased solely from 
local funds? Could it be in this same Civil Defense Equipment File?" 

You reply that it could: (Check the best response.) 



1 • but you are sure the city does not require 

justification for any piece of equipment which 
is purchased solely from local funds. 

2. but the city will never let you buy anything 

solely from local funds. 

j 

! 

f 3 - "because you ■wall probably also have to make a 

i I 

! 

similar type of accounting bo the city for any 
j civil defense equipment purchased solely from 

i 

i local funds. 
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FRAME 32 



You then tell your secretary that* besides keeping card files in 
order to he able to give an accounting on all equipment * wherever it 
comes from or however it is used* the State Operations Officer also 
said you should have a Master Index * This would be a lasting in one 
place of all equipment* however it was obtained whether from surplus 
property or by means of Federal matching funds or local funds. It 
should be in a three -ring binder * probably* and should contain inforaia- 
tion compiled from the card files. It would have all the equipment of 
one kind listed together on a page* with item name* date acquired* and 
where the item is located. Then as items are disposed of* they would 
be removed from this list and a notation made. 

"That seems like a duplication of effort*” your secretary 
commented. ”Wh y do we need a list when we already have two card files?” 
You reply that: (Check the best response. ) 



_1» the State Civil Defense Operations Officer was 
pretty vague on this* not giving you a concrete 
reason. 

2. you never did intend to keep a list as well as 
two card files* so you did not even listen to 
the reason which the Operations Officer gave. 

3* the Operations Officer said such an index was 

needed for quick total inventory reference* like 
in emergencies* or for audits and reports. 
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FRAME 33 

(Now* for another quick review! You have learned it is a good 
idea to make a checklist of the items which you need to do during 
your first or second day on the job* or soon thereafter* Below are a 
number of tasks* Check those which should be on your list to do early 
in connection with setting up your office procedure* ) 





1, 


Go through the files and documents already in the 
office, if there are any, studying and sorting 
them. 




2, 


Spend time with the Chief Executive * asking him 
detailed questions on what your filing system 
should be and how you should set it up* 




3. 


Work with your secretary in setting up office 
procedure* 




_4. 


Set up a temporary filing sytem at once. 




5, 


Write a public information handbook. 




6, 


Decide on categories for labeling temporary 
folders * getting the categories from some system 
which relates to emergency operations. 




7. 


Establish a Surplus Property File, 




8. 


Prepare a Withholding Tax Statement, 




9. 


Set up binders 3 or some other means * for filing 
information bulletins* directives* and other 
printed materials in a conveniently accessible 
way. 




10. 


Establish a Civil Defense Equipment File. 




n. 


Make out an annual Program Paper, 




OJ 

HL 


Arrange for a daily log of incoming mail. 




13. 


Begin preparation of a Master Index List of all 
civil defense property and equipment. 



IV. B. I.. EARLY TASKS: LOCAL GOVERNMENT ORGANIZATION (YOUR DUTIES AND 

AUTHORITY) . 

FRAlffi 34 

On your third day on the job, while your secretary continues setting 
up the office files, you go to an appointment with the Chief Executive. 
You have done your homework well, reading and preparing for the interview 
Your purpose in the appointment is to determine exactly how he expects 
you to function in your .job. You especially want to know what kinds of 
things he sees as being your responsibility within the local government 
structure. You decide that the way to go about finding this out is to: 
(Check the best response.) 



_1. just visit with him for a while and then later 
put together from what he says what it is you 
judge he wants you to do, 

_2, wait for him to tell you specifically what he 
■rants you to do and when* “because it might 
irritate him if you act too anxious or interested 
in this kind of detail* 

_3* take along with you a sample Civil Defense 

Coordinator Job description., using the items in 
it as a checklist for determining which particu- 
lar items he wants you to include in your duties. 
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FRAME 35 

You reason that if you use such a job description (See Appendix 2) 
as a checklist for determining your duties, then it will be easy for you 
to: (Check the best response.) 



1. avoid doing a number of jobs you don't like, be- 
cause the Chief Executive didn't specifically 
mention them in your interview. 

2. develop a job description for your own position 
from the it ems you have checked on the sample 
description. 

3. influence the Chief Executive to drop items from 
his list of what he wants you to do, if you don't 
really want to accept responsibility for some of 
them even though perhaps you should. 
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FRAME 36 



Soon after you enter the Chief Executive's office , he begins' to 
talk about all of the day-to-day work there is in a city government. 

You tell him uhat is one of the specific reasons , as you see it, why a 
city needs a Civil Defense Coordinator. He can help with the extra 
burden of work involved in planning for operations during emergencies . 
Then you turn to the subject uppermost in your mind at the moment, 

"This leads right in," you say, "to my reason for asking for this 
appointment with you, I need to be sure we both have the same idea of 
what my responsibilities and duties are, I have found that there is no 
current job description for my position, so 1 brought copies of a sample 
job description with me. Could we go over the items on it together, 
checking the ones which you want me to handle? This way we would both 
arrive at a clear picture of exactly what I am to do," 

You pause and then add, "First, though, before we even look at the 
sample, let me say that I am assuming one of the main things you have 
in mind is that I will: (Check the best response,) 



_1, spearhead the development of an emergency operations 
plan and help the department heads to prepare their 
parts of it," 

_2, not go ahead on my own, but do only what you tell 
me to do, when you personally tell me to do it." 

3, just sit tight for the time being and not rock the 
boat, because probably the city is not really 
going to be very concerned about civil defense 
activities , " 
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The Chief Executive agrees that one of your first main tasks is 
to see that a "basic emergency operations plan is developed. He also 
wants you to assist the department heads in preparing their annexes of 

that plan* 

Since the two of you see this part of your job alike., you bring up 
a related point. You tactfully explain that in -- der to do this task 
effectively a first requirement, as you see it, is that you; (Check the 
"best response.) 

1. he reassured "by him of his confidence in you and 
that your work is meeting a need, 

2. have more secretarial help in order to take the 
main burden of the workload off of you, 

3. know what degree of authority you have as you work 
with the departments in getting the job done. And 
you also need to know whether that authority is 
spelled out any place, so that others understand 
it. 
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FRAME 38 



The Chief Executive tells you your overall authority is spelled out 
in the local civil defense ordinance. You ask for a copy and he request a 
his secretary to get it for you* "Our ordinance^" he says, as she hands 
it to you, "is surely obsolete , but look it over and see whether or not 
it does give your responsibilities and authority clearly enough." 

You are glad to get the copy of the ordinance , but you wish that he 
had also indicated: (Check the best response.) 



1. whether he minded that you had requested a copy of 
the ordinance , 

2. whether you had to return the copy of the ordi- 
nance , or whether you might keep it, 

3. what your detailed authority was as he saw it* so 
you could be sure you understood one another. 





FRAME 39 



Again the Chief Executive anticipates the question in your mind. 

He goes on to clearly define what your authority is as he sees it. Then 
he rashes his remarks even more practical by outlining how he expects you 
to operate within that authority as you work with the department heads 
of the city government. You now feel sure that you and he understand 
each other on this point. However, you also want to be sure that how 
you are to operate is just as clear to the department heads, so you feel 
it is necessary to ask: (Check the best response.) 



1. "'Do the department heads understand that this is 
the way you expect me to work with them?" 

2. "Will the department heads want the people in the 
city to know I am helping them in this way?" 

3. "Will the department heads be angry about this 
arrangement? " 
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FRAME 40 



You wanted to know about the understanding which the department heads 
had of your function* because as you and the Chief Executive were talking* 
you began to see one thing clearly. You saw that , however your Chief 
Executive wanted you to function with relation to the departments* the 
point crucial to your role in the city government was that you * he * and 
the department heads must all understand your function in the same way, 

Ko matter what relationship was set up* common -understanding of it was 
essential. 

How you suggest to your Chief Executive that perhaps it would be a 
good idea for you to draft a memo to the department heads for him to 
sign* The memo would cover several things * including: 

1, the fact that you have been appointed as full -time Civil Defense 
Coordinator and the effective date of your appointment; 

2. how you fit into the local government organizational structure; 

3* what authority is delegated to you by the Chief Executive; 

4, how you will be working operationally with the departments of 
local government; and 

5. notice that soon* by the Chief Executive’s direction* you will 
be calling on them personally to see how you can assist them in 
their planning for emergency operations. 

You tell him that* as you see it* the most important thing such a 
memo would do is: (Check the best response.) 



1. give you a sense of personal fulfillment and build 
your public image in the city, 

2 . help all concerned to understand what authority is 
delegated to you and how you will be working 
within the structure of local government. 

3- relieve you of unwanted responsibilities which you 
might otherwise have to assimie. 





IV. B. 2. EARLY TASKS: LOCAL GOVEKMENT ORGANIZATIONAL STRUCTURE. 

FRAME kl 

The Chief Executive also gives you a copy of the organization chart 
of the city government, saying that you will want to become familiar 
with the structure of the city government as it is shown on the chart. 
You also need to know the functions of each department. He suggests 
that to learn these functions you will have to study each department, 
talk with the department heads, observe, ask questions. This will give 
you: (Check the best response.) 



1. a good idea of the normal day-to-day operations 
of the departments and also their concept of 
emergency operations. 

2 . some informative but relaxed time away from the 
pressing duties and tasks of your own busy office, 

3. a way to begin understanding how fortunate you 
are to be the Civil Defense Coordinator rather 
than the head of another department. 




FRAME 42 



You and the Chief Executive spend quite a long time during the 
appointment going down through the items in the sample job description 
and discussing exactly how many of them are part of your functions. 
Finally,, you return to your offi ce feeling satisfied that you can 
now draft a job description for yourself which will* (Check the best 
response. ) 



_1, make it clear to all what your functions and 
responsibilities are . 

j2. satisfy everyone's ideal expectations of what you 
will do as a Civil Defense Coordinator. 

3- eliminate all future criticism of your job and 
the way you perform in it. 
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FRAME 43 



You wrote the memo to the department heads; the Chief Executive 
signed and sent it out the same day. The next morning you call to 
schedule appointments with all department heads. You then turn your 
attention to the local civil defense ordinance. As you study it, you 
discover it is more than fifteen years old and written to cover a time 
when the. city and county civil defense operations were incorporated into 
one operation. Now they are separate. You decide to draft a revision 
and call the State Civil Defense Office for advice. They tell you that 
a Model Civil Defense Act is included in the Federal Civil Defense Guide. 
Also, they offer to send you copies of several current ordinances for 
cities in the State of the same size as your city. (See Appendix l), 

A few days later, with these documents in hand, you began to draft a 
revision of your local civil defense ordinance. While you are working, 
you decide you are going to need: (Check the best response, ) 

1. more interest in the subject than you now have if 
you are to be able to make yourself finish the 
draft of an ordinance, 

2. a couple of years to draft a good ordinance. 

3. some legal assistance with the draft of the 



ordinance , 



FRAME 44 



Since the City Attorney is one of the department heads with whom 
you have scheduled a personal visit, you decide to discuss the matter 
with him. During your visit with him, he helps you with the draft. He 
comments that you are right to determine early to whom you should go for 
legal assistance. He also thinks that, along with your other duties, 
you should be prepared to: (Check the best response.) 



_1. do all of the legal things entirely on your own., 
because his duties in the city are heavy and he 
probably will not be able to help you much. 

_2. resist worrying about legal requirements, because 
civil defense does not have any real need for 
legal assistance. 

3 . keep your Chief Executive advised of legal 

requirements affecting the emergency operations 
of your local government. 
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FRAME 45 



You ask the City Attorney to explain a little more what he means 
by your advising the Chief Executive on the legal requirements of 
emergency operations. He replies, "For example, if the State civil 
defense law requires something of our jurisdiction, you should know it 
and make sure the Chief Executive learns about it. Or, if the city is 
going into some sort of emergency operations program, you should make 
the Chief Executive aware of the legal aspects which might be involved, 
like situations which require that the city carry workmen's compensation 
and/or property damage insurance on certain employees. Those are the 
kinds of things I mean . You see, X won't know what civil defense 
activities are being planned} you will. Of course, if you don't know 
for sure whether there are legal points in them to he considered, you 
should: (Check the best response.) 

1, avoid exposing your lack of knowledge by calling 
attention to the situation. " 

2 , tell the Chief there mighc be legal complications, 

even though you don 1 t know what they would be . 

3, come to me for counsel and guidance, so that you 

can be legally well-infoimed and able to keep the 
Chief advised," 
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FRAME 46 



Several days later you are sitting at your desk thinking back over 
what you have accomplished so far and noting what items are left on your 
list of things to be done soon. A man walks in and introduces him self 
as the Civil Defense Coordinator for your county. He has heard that you 
are the new Coordinator for the city, so he has come to offer any help 
which he can give. You talk about your position, what it involves, and 
the work which you see lying ahead. 

"It is a shame," he says, "that your city does not have a Civil 
Defense Advisory Council, or an Emergency Council, as some people call 
it. (See Appendix 3). If your city had one, I would suggest that you 
call on the chaiman right away to gain his help and support . Since 
you do not have a Council, have you given any thought to checking with 
your Chief Executive about getting one started?" You reply by: (Check 

the best response*) 



J-* asking what a Civil Defense Advisory Council 
because you do not know, 

2. laughingly asking him not to suggest anything 
more for you to do 3 no matter what it is he has 
in mind. 

3 * telling him that you never heard of anything 

called a Civil Defense Advisory Council* and you 
can 1 1 even take the time right now to find, out 
what it is. 
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FRAME 4? 

Since you asked him to explain what a Civil Defense Advisory 
Council is 3 the County Coordinator does so. He says the makeup of the 
membership can vary; however, it often consists of influential citizens 
who are not in the local government of a jurisdiction, but are active 
in community affairs. They are appointed to work with the Civil Defense 
Coordinator and local government officials in an advisory capacity. 

They keep up on what is being done in planning for emergency operations 
in the community. They make recommendations on additional things they 
think should be done* maybe even suggesting ways available in the 
community for getting them done, or on what should have priority. 

Because they have knowledge of the community, they are in a position to 
give this valuable advice and to impress upon the citizens the idea that 
all have a joint responsibility for community readiness to cope with 
disaster. Because they are influential people within the community, 
they; (Check the best response.) 



1. dictate, in detail, the duties and responsibilities 
of ea,eh of the departments of local government, 

2. are in a position to influence the Chief Executive, 
other key officials, and citizens, to support 
emergency operations planning. 

3. may be impressed with themselves as being above 
local government officials, and this definitely 
limits their usefulness to the emergency operations 
program of the jurisdiction. 
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FRAME 48 



You continue your discussion with the County Coordinator on the 
inFlusnce which members of the Civil Defense Advisory Council can have. 
You ask what kinds of people you should try to get on the Council. He 
says the membership should number from eight to twelve. It sho ul d in- 
clude such people as the Superintendent of Schools; the heads of the 
Minx sternal Association, County Medical Society, and Labor Council; the 
manager of the Chamber of Commerce; and representatives from the news 
media, women's groups, architects and engineers' associations, and youth 
organ! zat „ons . You protest that you are it new to the community to 
know all of these people. The County Coordinator says that: (Check the 

best response.) 



_1 . selecting and appointing Council members are not 
things you do overnight. However, you should 
recommend to your Chief Executive that a Council 
be formed . Then begin getting acquainted with 
such people, talk with them about serving on a 
Council, and take steps toward organizing one 
at an early d ate , 

2 , if you do not know the right people, then you 
should forget about having members who are highly 
qualified and move at once to make a quick 
selection from people you do know. 

3. it was only a suggestion he was making, and you 
are not required to have a Council. 
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frame 49 

(Another review.' Here Is a list of some of the items which you 
should determine early in your joh . The situations below the items may 
be related to several of the items, but they are more specifically and 
clearly related to only one . Match each situation with the item which 
best illustrates it. Not all items are used. ) 

a. What specific duties the Chief Executive expects you to handle. 

b. What authority is delegated to you and how. 

c. Whether the department heads know what your duties are, and 
how you will relate to the department heads. 

d. What the organizational structure of local government is. 

e. What the functions and responsibilities are of each of the 
local government departments. 

f. Whether you have a civil defense ordinance, and whether it is 
adequate. 

g. Whether you have a Civil Defense Advisory Council, or Emergency 
Council. 

h. Who you must keep advised of legal requirements affecting 
emergency operations actions of local government. 



1 . You study a chart which shows how your city government is 
organized, 

2. You ask the Head of the Public Works Department whether his 
department makes repairs to bridges in the city which are 
temporarily out of use, and if so, what kinds of equipment 
would be used. 

3. Your Chief Executive goes over a checklist of your duties 
with you. 

4. You advise the Chief Executive that the city is liable, and 
should carry workmen's compensation insurance for those 
people having emergency jobs who are not regular city 
employees. 

5 . Your Chief Executive delegates to you the authority to act 
for him in coordinating the city's planning for emergencies. 

6 . You read the city's civil defense ordinance to find out 
whether it states clearly that all city departments will 
provide for lines of succession in their departments . 

7 . Your Chief Executive notifies the department heads, via 
memo, that you will serve as his staff man for emergency 
operations, working with them in the development of their 
department emergency operations plans, as required. 

(THIS IS A GOOD TINE TO TAKE A SHORT BREAK) 



IV. C. EARLY TASKS: LOCAL PROGRAM PLANNING (DISASTERS). 

FRAJffi 50 

You knew that your city was subject to floods, but you were not 
alert to the possibility of sudden crippling snowstorms. One night 
shortly after you became Civil Defense Coordinator, twelve inches of 
snow fell in only a few hours. Because the city did not have enough 
street clearing equipment for such an extreme situation, schools were 
closed and all activities were cancelled in the community. After 
several days, conditions were almost back to normal, but meanwhile you 
had learned, among other things, the really important lesson that* 
(Check the best response,) 



_1. snowstorms can he widespread and affect an entire 
section of the nation. 

.2 . long-time residence in a community guarantees 
that you will not be taken by surprise by a 
disaster. 

3* you should make a study of your community and 
determine what disasters could strike there, so 
that you could help prepare the city to cope 
with them. 
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FRAME 51 



So you begin to analyze what disasters could happen in your city. 
You list nuclear attack as the worst, most far-reaching disaster. 

"Most of the things we do to prepare to operate under a nuclear disaster 
situation, " you reason, "will help us with emergency operations in all 
disasters. But I cannot stop with that. I have to consider the possi- 
bility of other disasters such as, tornadoes, drouths, floods, earth- 
quakes, riots, maybe even hurricanes or insect plagues. The reason I 
have to know all the types of disasters which are possible here is that: 
(Check the best response.) 



1. we need to fib planning for all disasters into our 
emergency operations plans . " 

2. we ought to be the best -informed community in the 
entire United States." 

3. I can use this information to impress the State 
Civil Defense Office with the fact that X am 
really taking this Job seriously and know a lot of 
facts . " 
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FRAME 52 



You continue your analysis of* the city’s history. You study the 
range of temperatures throughout the year, wondering what the city would 
do if the weather were below zero for an extended period of time and the 
city gas supply, which most of the residents use for heating, got cut 
off for some reason* Or what the city would do if an extended, devas* 
t a, ting heat wave were experienced and the water supply were depleted. 

This makes you realize that you need to know where the city’s gas, water, 
electricity, and such utilities come from, how they get into the city, 
what reserves are on hand, and what the auxiliary sources of supply are. 
You need to know the city population distribution, its terrain or 
physical layout, and whether these things create problems. You need to 
know all of this and more so you: (Check the best response.) 



1, begin at once to talk with people who know the 
community’s history and its current situation* 
you begin reading, studying, observing, 

2, ask your secretary to take time off from her 
other duties to make this important study for 
you, 

3, decide that someday you will learn this essential 
information. 
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IV. C. 2. EARLY TASKS: LOCAL EROGRAM PLANNING (EMERGENCY DERATIONS ) . 

FRAME 53 

During the time in which you are gathering data on the city and 
its disaster history* you are also completing the personal visits which 
you have scheduled with the department heads. You become acquainted 
with the department heads and learn the functions which their departments 
perform normally. You also talk with each of them about his idea of 
how the city should prepare for and operate in emergencies. You find 
there is no emergency operations plan assigning specific jobs to spe- 
cific departments or people* and hardly any agreed upon emergency opera- 
ting procedures. By the time your visits with the department heads are 
at an end* you think that: (Check the best response,) 
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1. there is no need to be an alannist* because other 
people are probably right in thinking the city 
most likely will never have to face any kind of a 
disaster situation anyway. 

2. since they believe they can handle any emergency 
without worrying about it in advance* you should 
just ease up in your goal to get an emergency 
operations plan developed. 

3- you have a good idea of what has and has not been 
done within the city government in the line of 
planning for emergency operations* and it seems 
to you that more and better plans should be made 
soon. 
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FRA ME 34 



Your conviction grows that more and better plans should be laid for 
emergency operations, Therefore 5 you talk with the department heads 
about getting together with all of them at a meeting to discuss whether 
their present informal plans really represent what the city ought to do 
to cope with a disaster. The department heads agree that they will 
come to such a meeting. You think that the best reason they could 
have for agreeing to come is that they: (Check the best response.) 



1, will have a chance at the meeting to work within 
the proper democratic process to influence others 
against a ^tfritten plan* if they really believe no 
set plan will ever work, 

2, are beginning to see that perhaps some of their 
ideas on disaster planning ought to be revised, 
and they should cooperate and coordinate with 
each other in making new plans for emergency 
operations. 

3, should be there to represent their own interests 
and make sure that no one outside their depart - 
ments would be telling them how to run the 
departments. 
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FRAME 55 



You are glad that some of the department heads are beginning to see 
the need for coordinated action, and you hope that the others can be 
convinced. When the suggested meeting is held, you present the research 
you have done on the community. The department heads then see how 
concerned you are that the city be prepared to cope with emergencies. 

"Gentlemen, if we had a tornado tomorrow, " you say to them, "exactly 
how would we operate? If we had a flood next month, would we he in a 
better position to save lives and property than we would, be in a tornado 
tomorrow? If we had a nuclear disaster within six months or a year, 
would we be able to protect our citizens from fallout? And prepare 
them to survive after they leave shelter?" 

The Fire Chief speaks up to say he can see that his department is 
not ready. You are glad when he suggests that all departments should; 
(Check the best response.) 



1, think through carefully what has been said and 
prepare to attend another meeting like this one 
someday when everyone has time, to discuss what 
kinds of disasters are the most likely to happen 
and what kinds of planning they think might be 
necessary, 

2. make temporary plans right away for Immediate use , 
with checklists to implement the plans. These 
plans and checklists should then be coordinated 
into an overall plan and checklist, so the city 
as a whole will be ready now for some kind of 
cooperative action. 

3- concentrate on developing some k3^d of depart- 
mental plan, within the next year or so, because 
if every department finally got a plan, then 
that would be adequate. Meanwhile, the city can 
continue to hope that no disaster will strike 
before the plans are finished. 



FRAME 56 
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IV. c. 3. EARLY TASKS: LOCAL PROGRAM PLAMFXNG (RESOURCES) , 

FRAME 57 



The Head of the Department of Public Works has been sitting quietly 
through all of this discussion. You have learned to respect him a 
great deal in the short time you have known him* and you wonder what he 
is thinking. Finally* he speaks up to say* "Making plans and checklists 
is fine. They are important. But what about resources? I remember an 
experience which happened to me when I was new in this job. Anglin 
County just south of here had a quick flood. They called me at four 
o’clock one morning to get boats and men to help them move some people 
out of a flooded area. I didn't even know whether our city had any 
boats * let alone where I could get people. There were no emergency 
resource lists. I called the City Engineer with whom I had become 
acquainted and asked him what to do? We got three boats from the 
military base! the Ei re Department had a boat* the Police Department had 
one * and then we got some from private people. Finally * we were able to 
handle the request. Two days after that experience I made up a list of 
all the boats in the city that I could locate. I had been shown \sry 
realistically the need for lists of resources. I think each department 
should: (Check the best response, ) 



1. have a list of available boats in case it gets 
involved in a flood incident at 4:00 a.m, 11 

2. begin making lists of the manpower, materials* 
supplies* equipment* and facilities it has 
available . 11 

3. let me know if it has* or knows of any* additional 
boats which I can list in case we have a flood. 11 
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FRAME 58 



You quickly support the suggestion of the Head of the Department of 
Public Works. You then note that many private organizations and indus- 
tries throughout the city also have a great many resources which the 
city would need in case of a disaster. You say that you will person- 
ally: (Check the best response.) 



1 , make your own lists of what these groups have, 

2 , get your secretary to make lists of what these 
groups have and also call them to see what their 
reactions are to using their resources for 
emergency operations. 

3 , encourage organizations and industries to begin 
making lists of their available resources and 
thinking about how they can support the city’s 
overall emergency operations plan. 
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FRAME 59 



You take a moment to reflect on how private organisations and indus- 
tries will fit into the city’s emergency operations plans. You realize 
that emergency operations will require very close liaison with sots of 
them. This is especially true of the electric power, gas, and telephone 
companies who have a close relationship with almost all of- the citizens 
in normal day-to-day living. In view of this, you say further: (Check 

the best response.) 



JL. "I suggest that we consider having some of the 
private organizations and agencies with whom we 
work the closest represented at our future 
planning meetings . ” 

2 , "We made a mistake not to let volunteer private 
organizations and agencies do this claiming for 

us." 

3. "It seems to me that we should hire some private 
organizations to do our emergency operations 
planning for us . " 
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FRAME 6o 



You express appreciation for the interest and enthusiasm of the 
department heads , saying that you will he dropping in on them soon to 
assist them in any way you can in developing their temporary plans and 
lists. You also say that you; (Check the best response.) 

1. are glad that soon all of the hard work involved 

in emergency operations will be a thing of the 
past , 

2. doubt that any disaster will strike, but it won't 
hurt to be prepared. 

3. will coordinate all lists into a master resource 
book for the entire city. 
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FRAME 61 

1 

Quickly following up the advantage you have in the cooperative 
spirit which some of the department heads are showing, you say, "Once 
our individual lists are pretty well developed, we will need to get 
together again to look at the total picture of what we have in the way 
of plans and resources. We will need to: (Check the best response,) 
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1. compare what we have against what is needed and be- 
gin to plan ways to develop the balance*” 

2. celebrate the completion of our lists," 

3- he grateful at that time that our Job of planning 
for emergency operations is over," 






IV. C. 4. EARLY TASKS: LOCAL PROGRAM PLANNING (TESTS). 

FRAME 62 

Before the meeting with the department heads breaks up, you agree 
on an early date for a future meeting. You tell them you will send a 
reminder a few days in advance of the meeting. As one parting idea, 
you say: "You know, we will have temporary plans by our next meeting, 

but we won't be sure that they will work until we test them. In order 
to run a test, we will have to know such things as how our center of 
operations and communications will function, and what our procedures 
■will be. I suggest that at our next meeting we should work on these 
things- and also lay plans for: (Check the best response. 

1. building a new emergency operating center at 

once, before we proceed further." 

2. urging the industries of the city to analyze 01 r 

emergency operations plans and tell us what pro- 
cedures we should follow. " 

3. tests, and exercises which we must run to make sure 
that our temporary emergency operations plans and 
procedures will really work." 





IY.C.5. EARLY TASKS: LOCAL PROGRAM PLANNING (MANAGEMENT). 

FRAJffi 63 

On the day after the meeting with the department heads, you go back 
over what you had agreed to do as your part of the Job. You were to 

(1) help the departments with their plans and resource lists, 

(2) coordinate an overall basic plan and master list of resources, and 

(3) encourage private organizations and industries to begin emergency 
plans and resource lists for themselves. You compare this to the list 
you had made before the meeting of the things which you needed to 
accomplish at the meeting. You decide the things you had agreed to do 
come under the item on your list which reads: (Check the best response.) 



_1. "Reminder to myself: do only as much as I must." 
_2, "Remember that the department heads should be able 
to do the emergency operations planning for their 
own departments without my help." 

3. "Determine what part of the job I must, do myself," 
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FRAME 64 



Reviewing your premeeting checklist further, you see next an item 
which reads: "determine what part of the job the departments can do." 

You go back over your notes from the meeting to see whether this item 
had been completely accomplished. You find the department heads had 
agreed to: (Check the best response.) 



_1, think about disasters and come to another meeting 
some day to discuss what actions their departments 
should plan to take sometime in the future. 

_2. make temporary emergency operations plans and 
checklists at once, and begin listing their re- 
sources. 

3. discuss informally whether to have more meetings, 
and whether or not the city really should do any- 
thing about preparations for disaster. 





FRAME 6g 



The next Item on your premeeting checklist hsa to do with the private 
organizations and industries in the city. At the meeting all department 
heads had agreed that these private groups should he encouraged to pre- 
pare their own emergency operations plans, checklists, and resource 
lists. Wow you note that this takes care of your premeeting checklist 
item which reads, "Remember to: (Cheek the best response.) 



_1, discuss the legality of confiscating the resources 
of the private sector of the city, and of re- 
quiring private organisations to cooperate in 
disasters * ff 

J2 S discuss the fact that the city cannot plan on 

getting much help from the private sector of the 
city* so we must therefore lay better plans for 
the city departments. !f 

3. determine what part of the job the private 

sector can do to assist the city in its prepara- 
tions for emergency operations." 



FRAME 66 



While you are studying the premeeting checklist* the Postmaster 
drops by your office. You are glad to see him. His visit is the First 
you have had from a key official since you became Civil Defense Coordi- 
nator. He has heard of your meeting the night before and wants to 
commend you for getting right into serious planning. He says* "I am 
acquainted with civil defense and what you are trying to do* because 
the United States Post Office Department has a Federal directive which 
says that local post offices will he responsible for registering people 
after a nuclear attack. rt 

You are surprised at his words* because you have never heard of this 
directive* However* you do know that in your premeeting checklist on 
who would do what Jobs you have an "item referring to government agencies 
in general- It reads: (Check the best response.) 



1- lf Check whether or not the Post Office and other 
government agencies will continue their business 
as usual following a nuclear attack. tf 

_2, "Determine what part of the Job can be done by 
State* Federal* and county government agencies 
represented in the city," 

3- "Determine whether or not we have to provide 
shelter and other means of survival for our 
residents who are employed by State* Federal* and 
county government agencies in offices within the 
city limits, ,? 
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FRAME 6 7 



Your visit with the Postmaster makes you realise something else. 

You need to know whether or not any other Federal agencies have direc- 
tives from Washington which are similar to that of the Post Office. 

Until you know this, you cannot accomplish the checklist item concerned 
with other government agencies with offices in the city. You cannot 
decide what they should do to assist the city with emergency operations. 
You make an additional note on your checklist which reads: (Check the 

“best response.) 
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X. 'Tind but which local offices of Federal, agencies 
have Federal directives giving them civil defense 
responsibilities in the city," 

2. "Verify the Postmaster's report to determine 
whether or not he has his facts correct," 

3. "Ask the State Civil Defense Office to get the 
Federal directive on registering people after 
nuclear disaster changed from the Post Office to 
some other agency. " 



eric: 

■jjldlHMffi fflllilH 

I 



23k 

i m2- 



FRAME 68 



After the Postmaster has gone, you begin to prepare for an appoint- 
ment with the Chief Executive which is scheduled for later in the morn- 
ing, You are to report on the progress you have made in planning for 
emergency operations, especially the progress made at the meeting with 
the department heads the night before. You also want to outline for 
him what your plans are for the future. 

You say to yourself, "If I am going to he in a position to tell him 
what X plan to do, I will have to* (Check the "best response.) 



_1. set priorities for myself — on what I will do first, 
like during the first two weeks, then on what I 
plan to get done during the first month, and so 
on." 

_2, get something really important done which will not 
fail to impress him, and do this before X talk to 
him at all . " 

3* ask him. what it is he really wants me to do, and 
wait for him to give me complete details on how to 
go about doing it , " 
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FRAME 69 



"One of the most important reasons for setting priorities for my- 
self," you muse, "is that I don't want to just spin my wheels, Rrior- 
ities will help me to organize my time, and they will help me to build 
toward what I can hope to accomplish, say in the first half of my first 
year. Now when can I expect to have a basic plan written? When will 
the departments have their plans written? When will the resource lists 
be completed? How soon can the organizations and industries in the 
private sector have their plans and lists in? 

You realize that in this little talk with yourself you have already 
identified some priorities. You have: (Check the best response.) 



1 , wasted some time, too, which should have been 
spent in putting together smooth words for your 
appointment with the Chief Executive. 

2 , already identified more items than you can 
possibly hope to have accomplished in ten years, 
if ever, and that's a fact, 

3 , started to organize by beginning to look ahead to 
what you can reasonably expect to get done in the 
first six months , 
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FEME TO 



As you begin the appointment with the Chief Executive, he asks how 
things are going in the planning for emergency operations. You tell 
him you believe you have identified the basic major areas in the 
planning which need iimnediate attention . You say that you have made 
some progress in all of them. These basic areas in planning for emer- 
gency operations are; (Cheek the best responses.) 



_i. identification of the volunteers who will take car 
of mass registration, 

identification of the types of disasters which 
could strike your community, 

_3 * identification of specific influential Individuals 
in the community who should finance the emergency 
operations program, 

_4. preparation of an adequate plan for emergency 

operations, including an organizational structure 
and standing operating procedures, 

5 • preparation of lists of resources which the city 
has and identification of the additional resources 
which are needed, 

6 , immediate visits to other States to see what they 
are doing in emergeney operations. 

.7 • arranging for tests of the emergency operations 
plans to be sure they work. 

_8. organizing the work to be done by outlining who 
will do what and then setting priorities. 



(THIS IS A GOOD PLACE TO TAKE A SHORT BREAK) 



IV. D. 1 . LOCAL BUDGETING. AND FRANCE; BUDGET PLANNING. 

FRAME 71 

As your meeting with the Chief Exectitive on local program planning 
draws to a close, he brings up a new subject — the budget, 

"Preparing our city budget is one of the most important and 
demanding tasks which those of us in the city government have to face 
each year," he says, "and the process is about to begin for the coming 
fiscal year. You will need to become familiar with the budgeting process 
as we use it here . " 

You realize that in this one statement he has told you three th ■ ngs 
which are vital to you as you relate to your budget work: (Check the 

best response.) 



1, he considers the budget process difficult, he 
seems to resent the work, and he expects you 
to take the load off of him. 

2, he sees budget preparation and your part in it 
as important, the budget in your city covers a 
fiscal year, and you should become familiar with 
the budget procedure which the city uses, 

3, you are going to be accountable to him for the 
city budget, he considers the task an almost 
impossible one, and it means a whole year of work. 



FRAME 72 



You tell the Chief Executive that you have had no previous expert 
ence with budget preparation, hut that you are eager to learn. 

Well, he replies, the budget is not some mysterious sort of 
thing | it is really only a financial plan. By that I mean that the 
budget; (Check the best response.) 
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FRAME 73 



You ask the Chief Executive, "Do you mean I am to describe the items 
for which I will need funds, the use to be made of the items, and how 

much I estimate they will cost?" 

He says you are right and adds, I know that the budget setup 
differs in different cities around the country, but in our city, the 
City Clerk is responsible for the budget time plan, and for putting 
the final total budget proposal together. This means he gets the 
notices out to the departments on what is required of them and when. 

He makes sure the budget is in the proper format, and other things 
like that. X suggest you go talk to him. He will be glad to help you. 

"The Chief Executive has again hit on and answered a question you 
had. You had been preparing to ask him* (Check the best response.) 



1. who was responsible for preparing the city' s total 
budget proposal in final shape, so that you could 
go to that person for information and assistance. 

2 . whether you would have to notify all of the other 
departments of th** budget time plan and assist 
them in preparing their total budgets , 

_3, whether you could hire a budget expert from out- 
side of government to prepare your budget. 
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FRAME 74 



The day after your talk with the Chief Executive about the budget 
you receive a memo from the City Clerk which is directed to all depart- 
ment heads. It is alerting you to the fact that the budget process is 
about to begin for another fiscal year. You make an appointment with 
the Cxty Clerk to dxscuss budget procedures. He says that he is glad 
you have come to see him early, when the work of getting the budget to- 
gether does not have him too busy to give you whatever background you 

■noari ■ u - - 



. " But . 1 want to tcl1 you," the Clerk adds, "that there are individual 
in the cxty who can do more than I to help you with some of the specific 
technical items of your budget. For example, there are people who are 
much better qualified than I to advise you on how much communication 
equipment you will need, or what kinds, And there are other individuals 
who can advise you better on the warning equipment you may want to get, 

and so on. These people I am talking about are: (Check the best 

response.) 



_1. experts on the technical aspects of different 

budget items. They are informal sou rces of budget 
hel]D, but upon occasion many of us have to lean 
heavily on that kind of technical help with our 
dobs," 

2, not very willing to be of service, but you will 
simply have to make them see that they have a 
duty as responsible citizens to help prepare the 
city budget." 

3* usually a little publicity and power hungry, so 
don't let them know that they will probably 
receive no recognition for the help they give." 
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FRAME 75 



You tell the City Clerk that h, ^ example of budget help with 
equipment items is a good one* You are sure you will need exactly that 



kind of budget help 5 because there is Just so much you don't know about 



emergency operations equipment. 



"But how about the departments of the city government? TT you ask him. 



"Wouldn't they be a good source of help and information on some of these 
technical and other questions on budget items? Let's say: (Check the 
best response.) 



' 


i. 


personnei--eouXdn't the City Treasurer tell me how 
many people I should hire . and budget for? " 


! 

i 


2, 


miscellaneous office supplies --eouldn ' t the Chief 
Executive help me list what I will need in this 
line?" 


j 

i 

i 

1 

| 

! 


3. 


sirens — isn’t it possible that someone in the eity 
departments would he able to advise me on sirens, 
like somebody in the Bailee or Fire Departments? " 
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FRAME 7 6 



The City Clerk assures you that he is certain the Fire and Police 
Departments can help you with sirens. Also, many of the other depart- 
ments will help on other points, if you approach them properly. 

"Furthermore , " he goes on to say, "you will learn a lot about the 
historical record of our city budget as you talk with them. By this T, 
mean you will learn seemingly simple hut helpful things, like how much 
they have budgeted through the years for office expenses, what the 
salary scale is for secretaries, and the like. There are other examples 
of useful things which you might learn in conversations with people in 
city departments, if you did not find them out from me. One is the 
simple fact that we have a duplicating machine here in the City Hall 
which is available to all departments, so they do not have to budget 
for most of their printing. We can cover a lot of things today, but we 
Will also miss a lot. Keep your eyes and ears working for you as you 
mingle with the people in the departments, and you will soon be aware 
of what has happened in the city budget over the past few years , " 

As he talks, you say to yourself, "I will* (Check the best response.) 



_1. avoid getting involved with the city departments 
any more than is absolutely necessary, because if 
they help me they will also expect something from 
me . " 

2, note the amounts and purposes for which money has 
been budgeted by other departments, to give me a 
better understanding of the budget itself, and 
also of specific items in it." 

3 • check with the Chief Executive to see whether he 
can relieve me of this responsibility for prepara- 
tion of a budget for my office." 
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FRAME 77 



You tell the City Clerk that you -will make full use of the knowledge 
which the city departments have on the city budget and its history. He 
points out that you are unfortunate, in a way, that the civil defense 
office in the city has not had funds appropriated for it over a long 
period of time, as is the case in some local jurisdictions. If the 
city had appropriated funds for civil defense for a number of years, 
you would have learned a great deal by studying: (Check the best 

response, ) 



1, all of the errors former Coordinators had made in 
making requests for funds, in order to avoid 
making the same mistakes, 

2. the kinds of Civil Defense Coordinators the city 
had had to see whether the money budgeted for their, 
salaries was well spent, 

_3. what the pattern was of the funds which had been 
appropriated and spent for civil defense in those 
years , 







FRAME 78 



The City Clerk explains why he feels you would have been helped 
from a study of past civil defense budgets in your city. The reason he 
gives is that tradition has a powerful influence in any community. 
Things are done in certain ways Just because they have always been done 
that way. By studying past civil defense budgets, you would learn what 
it was traditional for your community to do in civil defense. For 
example, if in past years the local Jurisdiction had been liberal with 
funds for civil defense, you would then expect that they: (Check the 

best response.) 



JL. were free with budget appropriations to all 
departments , 

_2, would now cut your budget way back, because 
they had already given civil defense so much 
money. 

3. believed in civil defense and would probably 

continue to support an appropriate civil defense 
budget . 




FRAME 79 



The City Clerk is more knowledgeable about civil defense and your 
function in the local government than you would have expected him to be . 
When you express your surprise, he explains, "My brother was once a Fire 
Chief in a small city which had a very effective civil defense function 
in its government. Much of what I know about civil defense, I learned 
from his experience, I do remember one budget -related experience 
which he had in connection with the Civil Defense Coordinator. The Fire 
Department wanted an extra rescue truck, but they were having a hard . 
time convincing the city authorities to let them get one. Then a neigh- 
boring city was struck by a bad tornado. The news media carried stories 
of the many people who were trapped and injured and had to he rescued. 
The Civil Defense Coordinator helped my brother prepare another request 
for a rescue truck for the Fire Department, based on the need which 
might arise should there he a similar disaster in their city. This time 
they got the truck. Of course, the Coordinator helped my brother, the 
Fire Chief, with only his emergency operations items, not his total 
b udg et , I can see how you will be working in a similar coordinat ing 
way here by: (Check the best response.) 



1. helping the departments pull together budget items 
to meet their emergency operations needs, and then 
helping them prepare budget defense for those 
items, as required," 

g. preparing the complete budgets for the departments, 
and then getting them to help you wherever they can 
with the justifications for the items." 

3, directing the departments in what they must put in 
their budgets, and then monitoring their budget 
preparations to be sure the items are included and 
defended in what you consider to be an adequate 
manner, " 
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FRAME 80 



"Yes," you tell the City Clerk, "I will coordinate with the 
departments to assist with the emergency operations items in their 
budgets. What happens, though, when some equipment is needed, and also 
has to be maintained, which doesn't seem to fit in the budget of any one 

city department— like permanently positioned sirens for a warning 
system? " 

The City Clerk responds that; (Check the best response.) 

. you do seem to have a tendency to worry about j 

minor details, and perhaps you would do well to 
concentrate on doing a good job of one thing at 
a time and not worry about something which may 
never happen. 

7l, you fill these gaps by budgeting separately for 

emergency operations items which are unique to 
your office, or which do not logically belong to 
one of the departments. 

— 3. what you do is to decide which departments you 

think will stand the best chance of getting more 
money than other departments, and then try to get 
them to slip the necessary items through in their 
budgets , 
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FRAME 81 



, _ ” ? mat ^ er » the City Clerk continues, "whose budget an item 

to S « , 1S n °^ P r °P erl Y Justified. By justified , I mean there has 

be a good written description of why the item is needed, how it will 

out tw ^ , 2 - l2 ? consequences will be if it is not secured. With- 

bfthJ LS nd -? f justification, a budget request will never be approved 

«on ? T at tu J set reView time. Any Justification of prepara- 

tion for emergency operations in some kinds of disaster may never be 
easy, now that we have had a flood here, the city authoHtiirfg 
understand the threat involved in that kind of disaster, and the need 
to be prepared for it. You will have to work harder, though, to make 
loTo^t ^® ed , to ^e V are for shelter after a nuclear attack. And 
1° e p ect this kind of> thing to happen. You have 

i a Ve5 J taCtfUi;4r? aJld do everything you can to help 
y authorities understand the budget requirements for all kinds 
of emergency operations. Of course, while you are doing this, you 
always look for ways to save money at the same time," 

You reply that you can readily see that; (Check the best response.) 



_1. the subject is more complicated and complex than 
you ever imagined, and you would be very relieved 
if the Chief Executive would have someone take 
care of your budget duties for you. 

.2 . the budget review people are more negative than 
positive in their approach to the budgeting task, 
and that the prospect of justifying anything to 
them is frightening. 

.3. your budget justification must be carefully con- 
sidered in order to impress upon those who are 
legally responsible the necessity of adequate 
preparation for emergency operations. 
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FRAME 82 



(Time out for another review* Cheek the items listed below which 
you have learned you should do early in your budget planning. Go over 
Frames 71=81 again, if necessary, ) 



1, 



2. 



In 

8 . 



10 . 



ii ( 



Become familiar with the budgeting process as it is used 
in your Jurisdiction. 

Learn what informal sources of help with your budget (tech- 
nical experts) are available to you in your Jurisdiction. 

Compare one department of your Jurisdiction with another 
to determine which has the most efficient administrative 
setup. 

Learn to see the budget as a financial plan which spells 
out what you estimate you need and what you need it for. 

Learn what your Jurisdiction requires as written Justifi- 
cation for the items included in your budget request. 

Learn who is responsible for notifying the departments when 
the budget process is to begin, for receiving the Individual 
budget requests from them and putting these requests into a 
total budget request for the Jurisdiction, 

Determine what it costs your Jurisdiction to prepare its 
total budget. 

Find out whether you coordinate the budgeting for emergency 
operations by helping the department heads with their emer- 
gency operations items, as necessary. 

Learn the details of how to write up the total budgets for 
the departments of your Jurisdiction, 

Study what funds have been appropriated and spent over the 
years for civil defense in your Jurisdiction, 

Study what has happened in years past in the way of requests 
and appropriations in your Jurisdiction to get an overall 
picture of local budget history, and a feel for the total 
budgeting process. 



O 

ERIC 



21*9 



247 



IV, D, 2. LOCAL BUDGETING AWL FINANCE: BUDGET PREPARATION . 

FRAME 83 

The City Clerk continues his discussion of the budget with you. He 
t alk s next about the actual writing of the budget which you will have 
to do. He hands you a guide which outlines categories like salaries, 
services, supplies, and non-recurring items of capital equipment. The 
guide shows the format in which these categories are to be placed on 
the paper, along with descriptions of individual items in them and 
written Justifications, The City Clerk comments that all local Juris- 
dictions have their own specific formats for writing up their budget 
requests which they require their departments to follow. This particular 
guide put out by your city is: (Check the best response.) 



1, really superfluous , but he goes through the 
motions of cooperating with the people above him 
by giving it to those people with budget responsi- 
bilities . 

2, one format which is suggested by the city, but all 
department s usually end up following whatever 
format they wish, 

3, the format which your city requires you and all 
other departments to use when you submit your 
budget re que s t s . 




250 



FRAME 84 



You take the copy of the required budget- format from the City Clerk 
You then ask him how long and involved a written Justification should 
be. He replies that the shorter they can be the better * but that you 
will still want to take whatever space is required to; (Cheek the 
best response „ ) 



JL. explain why the items are needed, how they will be 
used, and what the consequences will be if they are 
not secured, 

2 . load your budget with whatever items you think you 
might possibly need in the future, though you have 
no need for them right now. 

3 • demonstrate to the authorities that you know more 
about emergency operations than anyone else in the 
city go ve rnment , 
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IV. D. 3 - LOCAL BUDGETING AND FINANCE: BUDGET PRESENTATION, 

FRA m 85 

f, Before I forget/* the City Clerk adds, ft let me remind you to be 
sure to keep a copy of your budget preparation for your own files. It 
may come in very handy if the copy you send forward should ever get 
misplaced after you have forwarded it^ or something like that. Another 
reason for having it is that: (Check the best response*) 



1* you need a record of what you submitted- -8, copy to 
work from for future reference ? perhaps at the 
time of budget presentation - 11 
2. you need to justify having the filing cabinets 
which are in your office-” 

3* nothing impresses people more than to have a large 
nianber of official looking documents lying around.” 
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FRAME 86 



You agree ’with the City Clerk on the need to keep a file copy of 
your budget request. You then ask whether you have any responsibility 
in the actual budget presentation to the budget review body. You are 
wondering because you have heard people from other Jurisdictions refer 
to budget presentations as though they extend over a period of time 
and involve a lot of people, 

"Budget presentations are not the same in every Jurisdiction* Ir he 
replies. "My brother* the Fire Chief* always had to present his budget 
before the budget review body of his city* which in his case was the 
City Manager and his staff. Here the budget review body is the City 
Commission* and you will never need to go to the meeting unless the 
Chief Executive specifically asks you to accompany him. You see* 
budget presentations are made: (Cheek the best response.) 



1* by only the most important people in a Jurisdic- 
tion. 

_£, at random- -Just whenever the budget review body 
decides to consider the budget," 

3. in different ways and to different people in 
different Jurisdictions , " 



FRAME 87 



You hesitate to ask the City Clerk the next question which you have 
on "budget presentation. Finally, however, you say, "When everyone pre- 
pares written Justifications,, why does anyone ever have to make a per- 
sonal presentation anyway?" 

The City Clerk replies that when you write a budget request, it is 
impossible to always anticipate all of the questions which will come up 
when it is reviewed. To illustrate the point, he cites an experience 
which happened in the city several years before. The editor of the 
local newspaper had received letters opposing money being budgeted for 
civil defense. At budget review time, he went to the City Commission 
to oppose the civil defense budget request, giving as his reason that 
civil defense money had already been wastefuLly spent for a Jeep. The 
Civil Defense Coordinator was requested to attend the meeting. At that 
time he explained in more detail how the Jeep had been used in emer- 
gencies, During one crippling snowstorm, it was used by the Police 
Department , because for several hours it was the only vehicle which 
could get through the streets to provide protection and help to the 
people. The newspaper editor went from the meeting with a changed 
attitude. Now, the purchase of the Jeep had already had earlier written 
Justification, but more explanation was needed at this time to Justify 
further why it had been purchased, in order that a current civil defense 
budget could be approved. 

"In a similar way, " the City Clerk concludes his thought, "you will 
find that occasionally your written Justifications: (Check the best 

response . ) 



_1. are - easily written, but fail to be convincing." 

_2, may for some reason require further explanation by 
means of an oral presentation'. " 

_3. will not even be carefully read and yet they will 
be criticized. " 



FRAME 88 



(Once more a review. Check the items helcrtf which you should do in 
budget preparation and budget presentation. Review Frames 83-87 5 if 
necessary, ) 



1, Follow uhe format which your local jurisdiction re- 
quires . 

2. Improve on the required foraaat in any way which 5 
in your judgment 5 seems to be warranted. 

3, Write a justification for all items requested^ ex* 
plaining why they are needed ? how they will be used., 
and what the consequences will be if they are not 
made available , 

4, Be prepared to provide oral explanations of your 
budget items in addition to the written justifi- 
cations . 

5. Identify by category the items for which you are 
requesting funds. 

6. Concentrate on writing justifications for each 
item which are as lengthy as possible. 
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IV. D, 4, LOCAL BUDGETING AND FINANCE: BOOKKEEPING AND AUDIT. 

FRAME 89 

The City Clerk tells you that he is sending out a memo the next day 
to all department heads, giving them the budget calendar, or budget time 
plan. The time plan establishes the deadline dates for different phases 
in the budget process. The reason for a budget time plan is that the 
city departments are required to; (Check the best response.) 



1, demonstrate to the voting public. that the city 
government is organized and businesslike in its 
budget management duties. 

2, have all city employees submit written reports on 
how they plan to spend their working hours. 

3, prepare, submit, and carry out their budgets 
within certain dates. 



0 
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FRAME 90 



Following a "time plan is only one of the requirements you must meet 
in your budgeting activities , the City Clerk explains. Some budget 
funds are appropriated for specific items or a specific category of 
items * and usually you will be required to use them for only those items. 
As an example ? if you were given a sun of money for the specific purpose 
of buying a siren 3 you could use it for: (Check the best response.) 



1* salaries. 



2, office supplies. 



3 . 



buying the siren only. 





FRAME 91 

The City Clerk continues his discussion of budgeting by saying, "So 
you must, as a rule, use funds for only the items for which they were 
requested. Also, you must not exceed the amount appropriated. You 
don't spend money you don't have, and you have only what is allowed in 
your budget. Take the case of the siren. Let's say you have a long- 
range plan to get a number of sirens, one a year until you have all you 
need, and you budget accordingly. During one year, a deal comes up 
whereby, if you buy two sirens, you can get them both at a much cheaper 
price. You should: (Check the best response.) 

1 « not go beyond your budget and buy two sirens with- 
out specific authorization to do so." 

2. buy a dozen, since they are cheaper when purchased 

in larger quantities , " 

3 ■ borrow funds from another department to cover the 

extra expense . " 
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frame 92 

You urc learning a great deal from the City Clerk. You ask, "How 
are the funds accounted fori Is it your dot to audit ay accounts," 

He answers that suitable accounting for public funds must be made, 

so local governments usually hire someone to come in and audit all of 

f . j 4 4 . -himself, "but he assists the auditing 
their accounts . He doesn't do it hnnseii , 

firm in whatever way he can. 

, 4 , _ n ft *Uf=> adds t! I will let you taiow 

"When the audit is being conducted, he adds, 

. rn-n hP audited You should: (Chech the 

the day that your accounts will be auditeu. 

"best response.) 



1 . 



2 . 



3, 



mahe it a point not to be available and save your- 
self a lot of inconvenience." 

Just not volunteer any information, because you 
might say the wrong thing." 

be available in case any additional information is 
need©cL fpom. you. 
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FRAME 93 

The City Clerk tells you another thing which does not c om e as a 
complete surprise. In cases where the city receives Federal funds for 
any purpose, those departments which get such funds are subject to audit 
by both the State and Federal Governments. This applies to such things 
as equipment, salaries, travel- anything for which Federal funds are 
used. 

You are thoughtful for a moment, considering the point, because you 
are* (Check the best response.) 



_1. wondering whether you can find a way to avoid 
giving an accounting to the State and Federal 
Governments since you do not find the prospect 
pleasant. 

2 , hoping to qualify your city for Federal Matching 
Funds for civil defense equipment and other 
expenses, and knowing how to prepare for such 
audits is important, 

3 . wondering why the City Clerk would even bother to 
mention this when he is so busy and you will 
probably not be involved with Federal funds. 
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FRAME 94 

You express to the City Clerk your intention to try and prepare well 
for Federal a udi ta. He reassures you by saying, "If you remember a few 
simple things you won't have any problem, not with the city audit nor 
the Federal one. The first and foremost rule is: (Check the best 

response . ) 



1. never volunteer any information." 

2. always obtain and file a receipt for any money you 
spend . ,r 

3. just be a little smarter than the auditor." 
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FRAME 95 



The Clerk goes on: "If you cannot have the receipt because it must 

be in someone elst's office, then keep a copy of it, o~ at the very 
least, a note in your files saying where the receipt is. The second 
important rule for you to remember in your accounting for the funds 
which you have been given is that you should keep information on the 
items you purohase-«information like the date purchased, from whom, 
cost, date paid, maybe even the check number. It is even best to keep 
this by categories, such as equipment, office supplies, and salaries. 
Another point is that doing this helps you to control funds and not run 
out of money before the year is over. All in all, the main thing is 
that your records should be as simple as you can make them and yet 
adequate enough for you to be able to get quick information from them, 
on: (Check the best response.) 



_1. the money you had, the money you have spent, and 
the money you have left on hand. " 

.2, the quality of items which the city has purchased 
throughout the year. " 

3. whom you contacted prior to obtaining any it em s 
which you have listed." 
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FRAME 96 



"When you keep simple hurt adequate records , lr "the City Clerk eon™ 
eludes 3 "then annual or other periodic reports are so much easier to 
prepare , Your periodic reports will include your courses of training, 
where you travelled, where you gave speeches, your activities and 

a 

accomplishments , Also, in an annual report you include what you spent 
for the year in each category, so you can compare what you spent with 
what you are requesting for the next year. You can see, then, that 
you get help from an annual report toward: (Check the test response.) 

1. convincing the City Commission that you do enough 
in nine months to warrant a three months vacation. " 

2. your budget preparation for the next year." 

3. justification for a salary increase for yourself." 



O 
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FRAME 97 



The City Clerk’s final remark of the interview is: "I guess what I 
really want to leave with you is the basic thought that an annual report 
can work for you in your budgeting. If an annual report shows that you 
have used, well, and for the purpose requested, the money which was given 
to you, it will do much to: (Check the best response,) 

1. help you to obtain your future budget requests." 

2, make you the envy of all city departments." 

3- he a sure guarantee that you will be successful," 



! 
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(Check the items below which you should do in bookkeeping and 
audit , as they relate to your budget , ) 



1, Prepare , submit and carry out your budget within 
certain dates* 

2, Keep simple records of the money you had* the 
money you have spent, and the money you have 
left on hand, 

3, Always anticipate what auditors will ask and 
avoid giving as much information as you can, 

4 , Always obtain and file receipts for money 
spent , 

5, Use funds only for the items for which they were 
appropriated* 

6 * Always buy what you really need for emergency 
operations 5 whether you requested money for it 
or not. 

7. In expenditures, stay within the limits of your 
budget . 
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(You have learned that you have certain areas of "budget responsibil- 
ity and a ntmiber of tasks or governing rules related to those areas. 
Match the areas of budget responsibility below (a, b , c , d) with the 
budget tasks or riles (1-10) which follow them* Place the letter of 
the area of responsibility in the blank before the task or rule which 
is most closely related to it,) 

Areas of Responsibility 

a* Budget planning --gathering information on the h ^et process 
in your Jurisdiction, 

b. Budget preparation and justification--writing up your budget, 
with descriptions and explanations, 

c. Budget presentation--oral presentation to the budget review 
body, 

d. Budget bookkeeping and audit. 



BUDGET TASKS 

1, Study history of budget process in your local government, 

2. Set up controls so you don T t exceed your budget appropri- 
ation, 

3. Personally explain further your written budget request, 

h , Beteraiine who in your local government has responsibility 
for coordinating preparation of the final budget request 
for all departments, 

_5, Write the budget in the required format, 

_6, Write a description of what you need, why you need it, how 
it will he used, and what will result if you don T t get it, 

_7 . Spend funds only for the items for which they were requested, 

__8 , Keep records of money you had, the money you spent, and 
the money you have left , 

Keep receipts for money spent. 

10, Assist the department heads, as required, with the items 
in their budgets which are for emergency operations. 



END OF UNIT IV 
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UNIT IV— BEST RESPONSES 

FRAME/KESPONSE FRAME/RESPONSE FRAME/RESPONSE B'RAME/RESPONSE 



1. 


2 


19. 


3 


35. 


2 


53. 


3 


2. 


1 


20. 


2 


36. 


1 


54. 


2 


3. 


2 
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2 
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3 
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2 


4. 


3 
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1 
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3 


56. 


1 


5- 


2 
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3 
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l 
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2 
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1 
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3 
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2 
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3 
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3 
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2 
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1 
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1 


8. 


3 
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1 
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1 
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3 
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1 
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1 
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3 
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1 
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3 
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1 
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3 
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3 


11. 


2 
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2 


45. 


3 
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3 
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3 
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1 
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l 
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2 
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3 
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3 
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2 
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3 
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3 
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l 
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2 
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3 
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l 
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2 




3 




2-e 


68. 


1 
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3 
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10 
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3 
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UNIT tv — BEST RESPONSES (Continued) 



FRAME/RESPONSE 

73. 1 

74 . 1 

75. 3 

76 . 2 

77. 3 

78, 3 

79- 1 

80. 2 
81. 3 
82, 1 

2 

4 

5 

6 
8 

10 

ii 

83, 3 

84, 1 

85, l 

86 , 3 

87. 2 

88, 1 

3 
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frame/response 

4 

5 

89. 3 

90. 3 

91. 1 

92. 3 

93. 2 

94. 2 

95. l 

96. 2 

97. 1 

98. 1 



frame/response 
9-a 
10 -b 



4 

5 
7 

99. 1-a 

2 - a 

3- c 

4- a 

5- b 

6- b 

7 - a 

8- d 
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THE CIVIL DEFENSE DIRECTOR/ COORDINATOR: 

AN ORIENTATION TO THE POSITION 

UNIT IV TEST 

TEST TYPE: Multiple Choice 

NUMBER OF QUESTIONS: 20 

VALUE OF EACH QUESTION: 5 points 

DIRECTIONS : 

1. Locate your student number on the cover of this textbook, 

2, Select an answer card from those included in your instructional 
materials and enter your name * address-, zip code* STUDENT 
NUMBER and UNIT NUMBER in the spaces provided on the card, 

3* Each test question is followed by four possible responses. 

The questions are designed so that more than one of the 
four possible responses may appear to be correct. However ^ 
in each question there is one response which is better than 
the other three. Select the one (only ONE) which best 
answers the question. Make your selection on the basis of 
information given in Unit IV , not on the basis of your local 
situation, 

4, Mark the answer you have selected on the answer card* using 
a soft lead pencil. Make a heavy mark completely covering 
the space between the lines of the answer you select. For 
example 3 if your answer for the first question were ,f a 3 rr 
you would mark the answer card as follows: 

abed 

1 . 




5* Mail the completed answer card; it is self-addressed and 
postage paid. 
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A group of Coordinators are discussing their budgeting experiences 
as local Coordinators, When they ask you what you think the role of 
the local Coordinator should be in the budgeting process $ you say: 
"The best action for me to take is to: 

a. do only those things which are traditional in my city for a 
Coordinator to do in the emergency operations budget," 

b, initiate efforts to influence the budgeting process to the 
advantage of emergency operations — even if it means educating 
my superiors," 

c. recognize that there is little I can do, and not be frustrated 
or discouraged by the fact," 

d, use whatever means are required to force budget action as I 
see it for emergency operations," 



Shortly after your appointment as Civil Defense Coordinators you 
dictated and signed a memo calling all department heads to a 
meeting on planning for emergency operations. For you to take 
the initiative in sending such a memo was: 

a. coirnnendable^ if the department heads under stood from the 
Chief Executive that this was the way in which you were to 
function. 

b, commendable, if the Chief Executive agreed that this was the 
way in which you were to function, 

e. regrettable 5 because the department heads would probably resent 
the memo, 

d. regrettable D because the Civil Defense Coordinator never calls 
a meeting of department heads by means of a memo over his 
signature. 
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3* When the Police Chief hears that you are planning to organise a 
Civil Defense Advisory Council., he objects on the basis that 
citizens should not be encouraged to think they can take over the 
management 'f local government in an emergency. He argues that 
local government officials get paid for doing that. When you see 
ho w upset the man is, you decide to: 

a, agree and recommend to the Chief Executive that the idea to 
form a Civil Defense Advisory Council be temporarily shelved, 

b, agree that local government officials are employed for the 
reason he gives, but that citizens also have a responsibility 
to understand what is involved and make recommendations, 

c, agree that he is right but that a Civil Defense Advisory Council 
is needed in spite of the risk, 

d, be very tactful as you disagree with his entire argument and 
insist that a Civil Defense Advisory Council be formed, 

4, During a planning meeting, the department heads are complaining 

about taking time to compile and turn in lists of their resources. 
The Police Chief says, fr I know all of the equipment, men, and 
other resources within my department, and the other department 
heads know theirs. We don 1 1 need lists, ff You say: 

a, iT If that is the case, we have saved ourselves some work. lf 

b, TT We can ? t cope with disasters as separate departments, but 

by coordinating the use of the total resources within the city, ff 

c, TT Let f s check that out — how many men do you have in squad cars 
in the city today and how many would be free to be assigned to 
an emergency? ,f 

d, ,r All of the people with experience in emergency planning and 
operations stress that resource lists are a must, so they are 
important for us to have # ff 
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5, You have your first meeting with the Mayor to let him know you will 
take the: Civil Defense Coordinator Job for your city. In felling 
your wife about the meeting* you say you found out that you report 
to the Mayor by means of a monthly written report. Also* there is 
an of lice set up for you in the City Hall with a secretary. 

However* you forgot something which you should have made sure about 
in this initial interview. You should have asked whether: 

a. you were to make an oral or written presentation of your budget. 

b, there were any funds appropriated for civil defense functions. 

o. the city prepares its budget on a calendar or a fiscal year 
basis. 

d, you present your request for funds to the Mayor or the City 
Clerk. 

6. You budget for your secretary's salary an amount which you later 
discover is half again that received by any secretary in the city 
government. When you hear about this imbalance* you think that: 

a, the imbalance will not matter since Federal matching funds 
pay half of her salary and she* therefore* costs the city 
less than other secretaries anyway. 

b. the request had little chance of being approved anyway* but 
you felt it would improve your secretary's morale to know the 
high value you placed on her work, 

c. you should have checked what other departments paid their 
secretaries , 

d, the request should, be approved* because of your secretary's 
superior experience and ability. 
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7. Shortly after you take the Job of Coordinator, you call on the Fire 
Chief, a gruff individual with a reputation for being intolerant of 
civil defense, "I need your help, rr you tell him, "I have Just been 
appointed Civil Defense Coordinator to work with the city depart- 
ments in making preparations for how we will function in a disaster. 

I realiy know very little about how our Fire Department is set up, 
or how it functions, I would like to learn these things from you.,,'' 
Approaching the Fire Chief in this way was; 

a. contrary to the principles you have learned in this course. 

b. a shrewd move, though you really had no interest in how the 
Fire Department operated. 

c. commendable, because he would probably appreciate your desire 
to learn direct what you needed to know, 

d. commendable , though a questionable use of time since you already 
knew he was intolerant and uncooperative. 

8, You talk with a new Coordinator at a State Association meeting. He 
feels at a loss as to how to get started in his Job. You say, 

"The first thing that I did on my first day at work, in order to 
learn something about both the past and present civil defense 
programs in my community, was to: 

a. talk with the department heads of the city government to get 
the benefit of their ideas and taiowledge . u 

b. call at the local radio, TV, and newspaper offices to get copies 
of their news releases on local civil defense." 

c. read all the parts of the Federal Civil Defense Guide which I 
had . " 

d. go through the files and documents I found in my office," 
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The Chief Executive directs you to budget for additional communica- 
tions equipment for the city's temporary Energency Operating Center 
Being new in your position, you are not stire bow much or what kind 
of equipment to list in the budget* You decide to; 

a, hold a meeting of coimnunications representatives from the Fire 
and Police Departments, ham radio operators, the radio station 
and the telephone company, and then budget on t ha basis of 
their recommendations . 

b, delegate to the Police Chief the responsibility for budgeting 
for the communi cations se-cup, asking him to work closely with 
the Fire Chief, since both departments have cammuni eat ions 
centers* 

Ct rea< ^ up on communications equipment, analyse the temporary 
Emergency Operating Center and the emergency operations plan, 
and then make a Judgment on your own and budget accordingly* 

d. have the Chief Executive call a meeting of all department heads 
at which time several companies can demonstrate all of their 
different types of equipment and models. You will then budget 
what the group recommends , thus spreading the responsibility. 

You worked hard encouraging all government departments, private 
organizations, and industries to write plans for emergency opera- 
tions. When the temporary plans were done, the Fire Chief said, 

„ We have all outlined how we will operate and the plans look good. 

Now we can relax a little," You could not relax because you knew 
that; f 1 t»q+: * 



a* the plans would have to be tested. 

b s a great, deal of editing would have to be done on the plans. 

c. the format of the plans would have to be standardized* 

d. the resource lists which the plans contained should be checked 
against resources listed in the yellow pages of the phone book. 
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You work one morning getting ready for a meeting the next morning 
with the State Operations Officer, He is coming to help you prepare 
for a briefing of city officials you are to give the next evening. 
The Fire Chief calls and asks you to go with him to the State Agency 
for Surplus Property on an important but hurried trip. Reluctantly 
you go, getting back too late to finish preparing for your meeting. 
You decide your problem is that: 

a, you do not set priorities for yourself, 

b. you have too much to do. 

c, other people impose on your time, 

d. you cannot refuse requests by department heads. 

One day during heavy rains mud slides occur on some of the hills in 
your city. The houses perched on their heights are destroyed. Your 
government was taken by surprise and was unable to rescue the victims 
involved. The city would not have been unprepared if; 

a, resource lists of equipment within the city had been available, 

b, you had studied the disaster potential of your city and planned. 

c, the department heads had understood search and rescue techniques, 

d, the city's resources had included rescue equipment which was 
prepositioned. 

Some ‘Civil Defense Coordinators are discussing whether or not Job 
descriptions are important to their Jobs, Your reaction is that, 
for Civil Defense Coordinators, : 

a. Job descriptions might sometimes prove to he important. 

b. Job descriptions eliminate many misunderstandings , 

c. whether or not they have a Job description should not 
affect their Job. 

d. too much emphasis is usually put on formal Job descriptions. 



14. The discussion among the Coordinators went to the question of the 
Coordinator T s authority. One man said that the Coordinator’s 
authority should he spelled out in the civil defense ordinance. 

You said that as far as the Coordinator’s function was concerned 

having his authority spelled out in the ordinance: 

a, was the only important thing, he cause it made his function 
legal, 

h, could he relatively unimportant, because so many provisions of 
ordinances were virtually ignored, 

e, shared importance with having the authority spelled out in 
detail by the Chief Executive for the department heads, 

d, was important hut probably contributed little to his performance 
on his job, 

15. The Chief of the Welfare Department requests that the local chapter 
of the Red Cross be represented at a meeting which you are holding 
with the department heads to consider the city’s emergency opera- 
tions plan and procedures. You react to his request by: 

a, objecting, because planning for emergencies is the responsi- 
bility of local government, 

b, objecting, because too many people at a planning meeting will 
delay progress, 

c, agreeing, because you don’t want to kill the Welfare Chief’s 
interest in the meeting and the Red Cross is a quasi -government 
agency anyway, 

d, agreeing, and asking the other departments also what people 
from private organisations they want at the meeting. 
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Another Coordinator challenges your statement that you are a 
coordinator first , last , and always , ''Give me one example , " 
he says, "of how you operate, officially, as a coordinator in the 
budgeting process?" You reply,* 

a. "I help the City Clerk pull the city budget into its final 
form, after it is received from the departments," 

b. "I review the budget requests of all departments after they 
are turned in to see whether they have included any items 
which I should have budgeted for." 

c, "I help the departments with budget items which they need for 
emergency operations." 

d, "When the departments are preparing their budgets, I coordinate 
between them to make sure there are no overlaps in their 
budgets , " 

You visit a food manufacturing company in your city to encourage 
the company to prepare lists of the resources they would have 
available for emergency operations. You are embarrassed when the 
President interrupts you to say that the Chief of the Welfare 
Department has already made this request of him. You think that: 

a, the department heads should contact you before they make this 
kind of call upon organizations in the private sector. 

b, you may have difficulty when you visit other organizations, 
since you have no control over the department heads, 

c, the Chief of the Welfare Department probably contacted the 
President of the food company because they were personal 
friends , 

d, you should have agreed with the department heads as to who 
would do what. 
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18, While your books are being audited by the OCD Regional auditor 3 you 
cannot find a receipt for money spent on a siren. Finally you 
discover that the Fire Department has the receipt-, because you 
budgeted jointly for the siren, and the major portion of the payment 
had come from their funds , The thing of main importance which you 
learn from this experience is that: 

a. Federal audits serve the useful purpose of keeping you on your 
toes . 

h, you should have a receipt for all payments in your files 9 or a 
note as to where the receipt is, 

c. the department spending the most money for an item keeps the 
receipt . 

d. you should have two sets of files with duplicate receipts in 
all cases, so that you are protected if one gets lost, 

19. Soon after you are appointed Civil Defense Coordinator * you have 

a personal visit with each department head. You ask each of them: 
”How was your department involved in the flood the city had two 
years ago? Did you have any emergency functions? Any problems?” 
Your main reason for these questions is to: 

a, find out whether or not the man understands how his department 
functions , 

b* show that you are aware of the disaster potential of the 
community, 

e. find out what the concept of emergency operations is in the city 
government , 

d. use them as a means for beginning to get acquainted ’with the 
department heads* 
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20, When the call comes for your first civil defense budget preparation, 
you realize that you have to state more than a year in advance what 
funds you will need. You say to yourself; "I will; 

a - list the recurring items which I know, like salaries and other 
regular expenses, and then make a reasonable stab at estimating 
what we will need for equipment, etc,” 

b. look at past civil defenne budgets, and also at the budgets of 
other departments, and estimate on the basis of those budgets." 

c. first break my work down into time segments and plan what I can 
expect to get done in each; then I will be in a better position 
to estimate my budget." 

d. ask the Budget Officer who Is responsible for putting the total 
city budget together to make these first estimates for me, 
based on what he knows of the city, " 
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UNIT V. SUPPORT: WlffiRE DO I GO FOR HELP? 

A, To people , 

1. Local people, (Frames 1-19) 

a. Individuals in the c omnium ty . 

b. Groups and organizations in the c ommu nity. 

2. State people. (Frames 20-26) 

a. State Civil Defense Agency. 

b. State agencies with civil defense responsibilities. 
e« State associations of Civil Defense Coordinators. 

3. Federal people. (Frames 27 -3k ) 

a. Federal (Regional) civil defense personnel. 

b. Other Federal agencies with civil defense responsibiliti 

B, To publications. 

1, State civil defense publications, (Frames 35-36) 

2. Office of Civil Defense publications. (Frames 37-43) 

C. To training and education. 

1. State and local training courses. (Frames 44-47, 52-54) 

2. Home study courses. (Frames 48, 49) 

3. Office of Civil Defense Staff College resident courses, 
(Frames 50, 51) 



(SUGGESTED BREAK: FRAME 34, ) 



UNIT V. SUPPORT: WHERE DO I GO FOR HELP? 

"Many hands make light work." This quotation may he for some 
people only a timeworn phrase with a commonplace thought. But you, as 
a Civil Defense Coordinator, know well the continuing truth which the 
words contain. Your very title carries with it the idea that you do 
not stand alone in the business of preparing your community to cope 
with emergency situations. Rather, you coordinate the efforts of the 

"many hands" involved in the "work." 

As you have progressed through this course, you have learned, some- 
times indirectly, a few sources from which you may obtain information, 
guidance, or technical assistance. Now, Unit V, the final unit of the 
program, will point out more specifically some of the kinds of help 
which you can get from: 

1. people — the people in your community, or in the local. 

State, and Federal governments | 

2. publications | and 

3. civil defense training aud education. 
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V.A.I., TEE HELP AVAILABLE LOCALLY. 



PKAlffi 1 

You have only recently taken the Civil Defense Coordinator position 
One morning you sit at your desk thinking, "What do I really know, " 
you ask yourself, "about such things as nuclear radiation, the monitor- 
ing of radiological fallout, and the protection factor of shelters? 

What do I really know about how this community should operate in an 
emergency, like a flood or a tornado? What do I know about communica- 
tions equipment and procedures, about warning the people- -e- an the 
wording of the messages, let alone the method by which the people will 
receive the messages? I don't kn ow enough. If I am to serve as an 
effective staff man to the Chief Executive, there is so much I must 
learn, so much I must do. Can I do it alone? It seems to me that the 
best procedure for me to follow is to* (Check the best response.) 



1, proceed with my Job, even though I must depend 
only on myself, and feel assured I will be picking 
up the information I need through the process of 
trial and error as I go along." 

2, Just start out and hope that others will volunteer 
the help and information I will need from time 

to time." 

3, request help from others — help in learning about 
the things which need to be done and then help 
in doing them." 
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FRAME 2 



Your tho ugh t continues: "OK, so where do I start looking for help? 

I ought to start right here in my community, with the people who are 
right here," 

At this point your line of thought is interrupted as Mr, Boons 
walks into your office. He is the Civil Defense Coordinator of a 
neighboring city whom you have already met. After greeting you, he 
explains that he was in the city on business and dropped by hoping you 
would be in. You tell him what you have Just been thinking and say that 
you would have called him soon anyway. Because of his experience as a 
Coordinator, you had decided that you would ask him whether or not: 
(Check the best response.) 



1, there would ever be any relief from the nervous 
tension involved in getting started in your job, 

2, he would assist you with one of your first tasks, 
the identification of the kinds of local people 
who could help you, 

3, he thought a Coordinator should start out his 
job by trying to force the people in his 
community to fulfill their obligations as 
citizens of that community. 



FRAME 3 



Mr, Boons replies, "We Civil Defense Coordinators ought to help 
each other, and I will be glad to do whatever I can to assist you. 

You are wise to start with individuals right here in your own corma un ity, 
if you are going to identify sources of help. Of course, maybe you 
really should begin by organizing a Civil Defense Advisory Council, 
or Emergency Council, and outlining the kinds of people from the 
community that you would want as members. They should be people who 
are; (Check the best response.) 



1. strong politicians," 

2. community leaders and Influential people," 

3. looking for an opportunity to be in the public 
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FRAME 4 



You tell Mr, Boons that the County Civil Defense Coordinator gave 
you the same suggestion several days ago. His idea was that you should 
Begin working with your Chief Executive on organizing a Civil Defense 
Advisory Council composed of leaders and influential people in the 
community. So this was something which you had already started to do. 

You now turn the conversation to another aspect of the problem of 
locating people who can help you by saying, "X also know that individual 
employees within my local government can introduce me to people in the 
community who can perform different, emergency services which the city 
needs. Government employees know many people in the city who : 

(Check the best response,) 

1, can give needed help in special technical and 

professional areas , " 

2- want some kind of a volunteer job in order to 

feel useful, even though they may not be too 
well qualified,’' 

3. are inclined to get involved any time there is 

a chance for publicity.” 
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FEAME 5 

You aelmowledge another source of help 'which many new Civil Defense 
Coordinators would have. You say, "Before he moved away from the city, 
I went to see the man who had been the Coordinator before me. He gave 
me a couple of good bits of advice, but I really didn't know enough at 
that time to even ask the right questions. I am sure that if he had 
remained in the city he would have been: (Check the best response.) 



1. checking on me from time to time to see whether or 
not I was making the same mistakes he had made." 

2. willing to give me more information on emergency 
operations in the city in the past , as well as 
what was going on in current programs," 

3. telling me how glad he was to be relieved of all 
of the headaches which come with this job." 




289 




PRAMS 6 

"A former Coordinator can always "be of help to new civil defense 
personnel, if he is available," Mr, Boons agrees, "hut don't under- 
estimate the other sources of help which you have in the community. 
There are a significant number of individuals with special interests, 
like ministers or teachers, who can do a lot for you because they have 
influence with many of the people in your city. For example, the 
Superintendent of Schools could he of real help to you. He can get 
instruction on emergency procedures into all of the schools, so that 
the children of the community will know what to do in disaster. Also, 
he will: 'Check the "best response.) 



_1, help you reach the parents, through the children 
and through the activities of the school, system's 
many PTA organizations." 

2, probably be so eager to have a voice in this kind 
of activity in the community that he may be hard 
to manage," 

3« Most surely be the best person to assist the city 
departments with their tasks, like assisting the 
Public Works Department with street repairs." 



FRAME 7 



As Mr. Boons talks, ideas begin to take shape in your mind, You 
say, "I am beginning to see some possibilities. It is true that the 
Superintendent of Schools would be a good person for me to contact 
because he can reach the children, and the parents through the children. 
But there is another possibility I see.- He would also probably be the 
one best able to get the school system and specific schools in it to: 
(Check the best response.) 



1, arrange for regular speeches to be made to various 
jP’oupg in the city on the mass medical care required 
in disaster," 

2, arrange for lists of available boats in case we 
have another bad flood, like the last one which 
did so much damage here a year or two ago," 

3, develop emergency operations plans for the schools 
and to coordinate those plans with the city's over- 
all emergency plan," 
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Your mind is racing, "Another thing/' you continue, "the Superin- 
tendent of Schools could probably even lead me to teachers in the school 
system who might be likely persons to teach some civil defense training 
courses. Or he could lead me to: (Check the best response.) 



_1, other specific school personnel who will be needed 
in emergencies to give the kinds of professional 
assistance which they can do best," 

2 , those peopie in the community who could help with 
large mass feeding stations, or with the clothing 
of the masses of survivors or displaced persons 
after a disaster." 

3. individuals who would be anxious to be auxiliary 
policemen, since teachers are used to telling 
other people what to do and to instructing them 
in how to do it . " 
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FRAME 9 



Mr. Boons follows your words intently. "You are right on the Beam, " 
he says encouragingly. "Now, in the same way in which you have identi- 
fied the Superintendent of Schools and what he can help with Best, you 
can also identify other individuals whose Jobs give them a great deal 
of influence with the people in your community. For example, the pastor 
of the churches in your city probably are in a position to reach more 
people in the community than any one other category of people can reach. 
So if you want certain programs pushed through public information, say, 
it might Be a good thing sometimes to get the pastors to help. So you 
can see, once you have pinpointed the influential people, you can: 

(Check the Best response.) 



1. encourage them to help, showing them the things 
which they are probably Better able to do than 
anyone else in assisting the city to cope with 
emergencies . " 

2. direct them as citizens, to take certain jobs or 
give certain amounts of their resources. Because 
no citizen should Be allowed to shirk his duty." 

3. determine what their total number is and hope 
as time progresses that they will see on their 
own what needs to Be done and do it." 
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[ "And this leads me right into another point to he made on -where 

you get help," Mr, Boons volunteers further, "Contacting individuals, 
as individuals, is fine, if you need a specific skill at a specific 

! 

time. However 5 there are always a number of groups and organizations 

! 

j in Q-ny community, also. You will want to include the ones in your 

\ 

community, and their resources, in your city f s disaster planning. Many 
of these groups will be valuable to your emergency operations program 
| because they have: (Cheek the best response.) 



„1« enthusiasm for their own goals which will carry 
over to your goals," 

2. normal day-to-day programs which are closely 
related to some of the tasks city government, 
will be doing during emergency operations . 11 

.3- surplus people eagerly waiting to be assigned to 
any volunteer tasks you might want to give them, 
which will easily solve all of your manpower 
problems . 11 




FRAME 11 



You reply to Mr* Boons: "I believe I can. anticipate what your next 

suggestion is going to be about these community groups and organizations 
with programs which are related to emergency operations. You are about 
to say that: (Check the best response.) 

_1. we in city government are not unique in having 

some unusual Job to do during emergency opera- 
tions , that many people have on-going programs 
which are Just as unusual.” 

2. private groups and organizations in the city 

can probably understand the Jobs to be done 
in emergency operations better than employees 
of city government themselves can understand 
those Jobs." - . 

3. since city government cannot do all of the 

emergency Jobs alone ? it is a good plan to get 
private groups to help with those tasks which 
are the most closely related to their own 
group f s programs , 11 



FRAME 12 



"Exactly, i? Mr, Boons agrees. "Give any particular group those 
emergency Jobs which are related to the group’s specific capabilities , 
That is, give the group tasks with which it is already at least some- 
what familiar. For example, a taxi company, or a storage and moving 
company, would have the vehicles and ’know how’ to assist with the 
transportation of people or things. So that is where they would be 
used. Now, carrying the principle further, you wouldn’t seek help 
with this same kind of emergency problem from a restaurant association, 
would you? Rather, you would seek help from the restaurant association 
on something like: (Check the best response.) 
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FRAME 13 



You sit quietly and wait ‘because you feel Mr. Boons has more on 
this point. He does continue: !T Now, you even go a step further in 

this relating of emergency assignments to what the private organizations 
receiving the assignments can do best. That is, usually a City depart- 
ment head would know "better than anyone else what organizations and 
groups in the city would be the most able to help with the Jobs in his 
department. You don’t step in, then-, and Just assign people to him. 

No j you still function as a staff man, advising and coordinating, and 
that department head should be the one to first identify and then 
finally assign specific tasks to: (Check the best response.) 

1, those organizations whose officers happen to be 

close personal friends of his, whether the group’s 
activities have anything in common with his 
department or not." 

2 . those groups whose normal program operations most 
nearly relate to the emergency operations of his 
department . ft 

_3. any organization which has a talented enough 

leader to enable the organization to make a 
worthwhile contribution to the city’s emergency 
operations . " 
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FRAME 14 



"You mean," you say, "that the Head of the Welfare Department , 
for example, would be the natural ore to work with the Red Cross, and 
I should work with him and let him make the decision, 11 Mr. Boons nods 
agreement. He says, "Take things like mass feeding and clothing 
distribution which will probably be required after a disaster * These 
kinds of Jobs are: (Check the best response.) 



! 

! 

i 



_1. closely related to the regular activities of both 
the Welfare Department and the Red Cross, and they 
could effectively work together on them, hut the 
h ■ id of the department is the best one to say who 
he wants." 

2. arenas in which the Red Cross might be capable, 
but they would also probably be reluctant to get 
involved, and the Welfare Department would be 
the most able to effectively prod the Red Cross 
people." 

3- areas in which the Red Cross has no experience, 
but they have a willingness to learn which the 
Welfare Department could most effectively use," 
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FRAME 15 



"The theory sounds good,,” you assure Mr, Boons, "But you just 
don't know my department heads and the load they carry. If I should 
suggest that they do this work on top of everything else, they would 
spiral right up through the overharg . " 

Mr, Boons smiles, hut he is not deterred. "Be a diplomatic staff 
man," he replies. "Let a department head know that you understand 
how "busy he is and that your plan is to get him help. Ask him which 
organizations are the most capable of helping him and how he sees 
them as fitting into what his department has to do in an emergency. 

Then, if he just can't do it, suggest that maybe you could draft up 
an emergency operations plan for each of the organizations he has named, 
which would fit into his department's plan as ,he has suggested. You 
would bring these plans you draft to him for approval. You might also 
suggest that you could go to the organizations and explain the whole 
thing to them. Finally, you might suggest arranging a meeting between 
the head of a particular organization, the department head, and you, to 
finalize how they will work together in emergencies. You see, in all of 
this, you: (Check the best response.) 



1* hope that recognition for you results fr om ail of 
your hard work." 

2. are continuing to act in your role of Coordinator." 

3- are really teiing charge of the department heads 
and private organizations and are telling them ' 
what they are going to do," 
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FRAME 16 



Mr. Boons continues: "Yes, the many groups and organizations in 

a city can do a lot in emergency operations. Look at all w f the medi- 
cal, nursing, dental and hospital associations there are. They can 
help the Health and Medical Department by making the medical and auxil- 
iary personnel in the community available for emergency assignments. 
Church organizations can help with public information, shelters, shelter 
stocking, and shelter management, among other things. Industries have 
facilities, manpower, and resources. Labor organizations have influence 
with their memberships . Then there are a number of service organiza- 
tions,- each with its own unique capabilities. And there are special 
purpose groups, like rescue units. The list of groups which can help 
is long. Yet there is not one other place in an entire city, except 
in your emergency operations coordinator position, where; (Check the 
best response.) 



.1- multiple copies of a list of the names of these 
organizations can be typed up." 

2 . all the resources which are in that city are coor- 
dinated into one overall emergency operations 
capability. " 

3. these organizations can find a way to have a 
voice in the city government." 



frame 17 



"First s last j and always a coordinator , 11 you murmur as Mr, Boons 



pauses . 



He nods and replies, "Yes, always a coordinator# These organic 
sat 4 ^ns in your city may all have widely different kinds of resources, 
And those resources may he scattered over a wide geographic area. 

This means that coordination: (Cheek the "best response,) 



.1* your city’s total resources will probably be 

one of the easiest jobs you will have , fT 
2. is a great and continuing need in your community, 
and you will have to work hard to achieve it," 

,3* probably already exists in your community without 
effort, and therefore, if need not receive too 
much emphasis-" 
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FRAME 18 

f! X would like to reflect a moment on what we have "been going over 
you say to Mr, Boons, ,f It seems to me we have pointed out some impor 
tant “basic principles for Coordinators to follow in getting the help 
which is available to them in their communities , First «, during our 
conversation just now 5 we have said that in any community help can he 
obtained from these kinds of local people: (Cheek ALL of the correct 

responses below. THERE ARE SEVERAL, ) 




FRAME 19 



"Now*" you go on 3 "that was our first principle* we should iden- 
tify those different kinds of people in a community who can give help* 
identify the positions which need to he staffed* and then the person 
in that position. Another basic principle we talked about was that 
community people and groups should he asked to help in the areas where 
they are best qualified to serve. In other words* we discussed some 
of the kinds of things these different types of people could do best," 

(Do the following exercise covering the points made above. Place the 
number of the type of individual (or group) from the first column in 
the blank before the item in the second column with which he could 
best help you* ) 



The People 

1. Community leader with posi- 
tion which gives him influence 
over many people. 

2. Experienced current Civil 
Defense Coordinator. 

3* Technical or professional 
individual. 

4. Community group or 
organization . 

5. Government department head, 

6. Former Civil Defense Coordi- 
nator in your Jurisdiction. 



The Job (Who could do it best?) 

A ssist city department heads 
with those emergency opera- 
tions functions which are most 
closely related to the regular 
program activities of their 
own group. 

Identify those community 

groups which can best help 
with the emergency activities 
of his city department, 

Influence large groups of 

people in the community to 
support emergency operations 
program. 

Give you euqperieneed advice 
and guidance on how to pro- 
ceed in your Job. 

Assist individually In specific 

technical or professional 
areas , 

Information on what has 
happened in civil defense in 
your community in the past. 
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V.A.2. THE HELP AVAILABLE EHOM THE STATE CIVIL DEFENSE OFFICE, 

FRAME 20 

"One thing in connection with what you have said worries me," you 
confide to Mr. Boons, "and that is the idea that I will have to help 
write emergency operations plans. I know nothing about writing such 
plans — what format they should he in, what they should contain, how 
they should he worded. Frankly, it really does worry me." 

Mr, Boons understands your apprehension, under the circumstances , 
hut he reassures you. He says that there are State Civil Defense 
people available to help you learn about emergency operations plans. 
He points out that you; (Check the "best response.) 

1 . really won't need their help, even though it is 

available 5 you should Just sit down and start 
writing, 

2. should contact the State Civil Defense Office, for 

information on the format and contents of emergency 
operations plans , 

3 . should ask your budget review body to let you 

budget money for hiring somebody to do this part 
of your Job for you. 
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FRA^E 21 



Your profitable visit with Mr, Boons draws to a close. You thank 
him once more for the tremendous amount of help which he 5 an experienced 
Civil Defense Coordinator * has freely given to you-, a newcomer in the 
field. After he has gone^ you immediately phone and make an appoint- 
ment for the next day with the Operations Officer of the State Civil 
Defense Office, If your State had had State Area Coordinators 5 you 
know you would have: (Check the hast response*) 



1* forgotten about the whole idea of going to the 

State Civil Defense Office for assistance* because 
State Area Coordinators resent requests for help 
coming from local Coordinators. 

2* considered yourself lucky not to have needed to 
talk to your State Area Coordinator sooner 5 be- 
cause he might think you were stupid if you had 
asked for help even earlier. 

3 . made the appointment with your State Area Coordi- 
nator $ since he would have been the one especially 
designated by the State Civil Defense Office to 
help you. 





FRAME 22 



You feel sure that the Operations Officer will he able to help you 
learn the different kinds of guidance, assistance and information which 
the State Civil Defense Office can give you. You know already, vaguely, 
that they help with things like civil defense training. Federal matching 
funds, surplus property, plans for emergency operating centers, commu- 
nity planning for shelter use, the Program Paper, and information on the 
Federal government agencies having Federal directives for responsible. - 
ties in civil defense, 

"They will help me in aU of these areas," you say to yourself, 

"and I am sure I have listed only a small part of the assistance the 
State gives local jurisdictions. Tomorrow I'll find out what some 
other areas are, as well as get more information on these I have listed. 
The thing of it is, probably some people at the State Office are ex- 
perts in one of these program areas, and others are expert in other 
areas. It seems as though it would make the most sense for me to: 

(Check the best response.) 



_ 1 , just be free to call the same person all of ^ the 
time, regardless of who works in. what area. 

2, know which State person I should contact at any 
one time, depending on the particular problem 

I had at that time , " 

3 . call the State Civil Defense Director himself 
whenever a problem comes up, and let him decide 
personally who should help me." 



JRAME 23 



After aH, you reason , "if the procedure ■which the State Office 
•wants followed is that I contact only one person, regardless of the 
nature of my problem, then that is OK with me. Or if I am to contact 
different people according to the nature of my different problems, then 
that is OK, too. But I ought to know what their procedure is in order 
to: (Check the best response.) 



.1, eliminate overworking my secretary in making need- 
less calls to the State Civil Defense Office." 

2 , work efficiently and cooperatively with them." 

,3, be able to get around their rules and regulations 
better. " 
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FRAME 24 



Your private planning session is not over. You think, "X will go 
hack to ray habit of making lists of the things I need to do. This time 
it will he a list of the items I want to ask the Operations Officer 
about . First on ray list is this: if some Federal government agencies 

have Federal directives delegating certain responsibilities in civil 
defense to them, then maybe some State agencies also have such responsi- 
bilities. X had better write a note to ask the Operations Officer 
whether or not; (Check the best response.) 



1. my attitude of wanting to cooperate with the State 
in their procedures is of any benefit to them or 
ms, 

2. the Federal government has any authority over 
State agencies in the area of civil defense." 

3. any State agencies have civil defense responsi- 
bilities, and if so, how that affects my Job here 
in my city." 
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FRAME 25 



You remember also that you once heard the County Civil Defense 
Coordinator mention some meeting which he had attended. You remember 
it as having 'been a statewide meeeing with many local Coordinators 
present. Now you become aware of the significance of such a meeting. 

"My next item," you think, "will be a note to ask the Operations 
Officer whether or not; (Check the best response.) 



1, my County Civil Defense Coordinator could possibly 
have attended such a meeting." 

2 , there are statewide meetings for local Coordi- 
nators, maybe an association of some kind, and 
how I would benefit from belonging to the associa- 
tion, " 

3, the County Coordinator is a person whose judgment 
is to be trusted, so that I can make up my mind 
if the meeting he attended was really worthwhile." 
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FRAME 26 

The next day you talk with your secretary "before leaving for the 
meeting with the State Operations Officer. "Please ask him some 
questions for me," she requests, "on the forms which I need to fill 
out periodically and send in to them. I am not sure just which ones 
they want, nor how often they want them. I Imow the State Civil Defense 
Office helps local Coordinators learn how to complete the administrative 
forms, records and reports which the State requires. In fact, the 
State Civil Defense Administrative Officer told me that he would be 
glad to show me how to do them some day if I could come up. And I 
would like to know exactly how to do some of the things which we have 
to send in to than routinely." 

You reply, "I really think you should: (Check the best response.) 

_1, go to the State Office with me, because it will 

give you an opportunity to get acquainted and 
learn a great deal . " 

2. be able to handle all of your business with them 

on the phone . " 

3, drive up some day on your free time and talk with 
the secretaries in the State office about the 
forms , " 



! 




V.A.3. THE HELP AVAILABLE FROM FEDERAL (REGIONAL) CIVIL DEFENSE 
PERSONNEL. 

FRAME 27 

Your secretary is pleased to "be able to go -with you and learn how 
to do the reports and records which are required by the State Civil 
Defense Office, During the trip to the State Office, she reminds you 
of something important, "Isn't it true," she asks, "that if we want 
help from the OCD Regional Office we are supposed to: (Check the best 

response, ) 



_1, call them on the phone directly, using a code num- 
ber for the call?" 

2. go through the State Civil Defense Office with our 
request?" 

,3. send them a completed form requesting the help?" 
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FRAME 28 

You tell your secretary that you surely are supposed to go through 
the State Civil Defense Office if you -want to request help from the 
OCT Regional Office, You are glad she has mentioned this because it 
reminds you to ask the Operations Officer; (Check the best response.) 



1, what good it is to have an OCT Regional Office if 
you can’t call them when you need to talk with 
them, 

2, what OCT Regional personnel there are available 
for help to local jurisdictions and what kinds of 
things they help with, 

3, who made the rule that local jurisdictions were 
to go through the State Civil Defense Office to 
contact the OCT Regional people. 



1 
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fram: 29 



"I know*" you say as you continue the conversation with your secre- 
tary, "that there is an OCD Regional Field Officer assigned to our 
State, I also know we have to go through the State Civil Defense Office 
to contact him, hut I am, not sure what he is supposed to do to help us , 
Believe me, when we go home later today , X am going to know: (Check the 

best response.) 

1 . exactly what the Regional Field Officer can help us 

with," 

2. -why it is that there is only one Regional Field 
Officer assigned to a State." 

3, why in the world we in our city haven’t even 
had a glimpse of that Regional Field Officer to 
this day," 
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FRAME 30 



"There is another thing I would Xik to know / 1 your secretary 
responds 5 "and that is just what the Regional Training and Education 
people do, I read in an old PCD Annual Report which I found in the 
office the other day that there is something called a Training and Edu- 
cation Program which is nationwide. Probably what the Regional Train- 
ing and Education people do is: (Check the best response,) 



f 

1 

1 

1 

1 

I 


1. 


give States and local jurisdictions help with 
training .and education for emergency operations 5 
but does that mean they come out and teach the 
cias ses thems elve s?" 


i 

l 

» 

t 

i 

I 
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1 
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2, 


work there in the QGD Regional Office without 
much idea 5 really 9 of what training and education 
for emergency operations the cities and counties 
actually need." 


j 

i 

i 

! 


3- 


educate us on Program Papers. At least whatever 
they do 5 it most likely isn't any more related to 
what our problems are than the Program Paper is 
related to their work," 
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FRAME 31 



"No," you answer, "I am store the GOD Regional Training and Educa- 
tion people do not teach the classes themselves. But they probably 
assist us in those activities, just as the Regional Office gives 
technical information and assistance in so many areas. However, OCD 
isn't the only Federal agency with programs which affect our local 
emergency operations. We will get the State Civil Defense Office 
people to clue us in on what all of the Federal agencies do. The Office 
of Emergency Preparedness, for instance, has something to do with assist 
ance in natural disasters, and the Department of Agriculture , I under- 
stand, has worked for many years in rural civil defense. We need to 
find out from the State Civil Defense people what Federal aid is avail- 
able for natural disasters and how to go about getting it. An example 
of something along this line which I have been wondering about, too, 
is whether it is true that there is such a thing as Military support 
for civil defense. We'll find out about all of the Federal agency 
programs and possible Military support from the Operations Officer. 

It would he a mistake for us to: (Check the best response.) 



1, act too interested, though, in the work of Federal 
agencies and the Military, because the State people 
would probably get the impression that we want 
Uncle Sam to do everything for us." 

2, really expect the State Office to take the time 

to brief us on anything other than just what would 
benefit their personnel directly," 

3* neglect to learn what Federal assistance is avail- 
able to us, in any form, and to make the best use 
of it," 
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FEME 32 



"I have a list of items there in my "brief case which the State Civil 
Defense Office can help us with , " you tell your secretary, "and we have 
mentioned others. We haven’t covered everything, that is certain, hut 
get the list and let’s review it together. You can add any I don’t 
have down," Your secretary checks the list, (Check ALL correct 
responses, THEBE ABE SEVERAL, Review frames 20-31? if necessary,) 



1. The writing of emergency operations plans, 

J2. Program Paper completion. 

_3. Information on State associations of local Civil 
Defense Coordinators . 

_4. Training, Federal matching funds , surplus property, 
emergency operating center plans* coranunity’ shelter 
planning, and other emergency operations programs , 
Names of people in your community who can help you, 
b 6. State agencies with civil defense responsibilities , 
b 7* Completion of administrative forms, records and 
reports , 

8. Information on Federal personnel and agencies 
available to help local Jurisdictions with emer- 
gency operations programs, 

9. Military Support to Civil Defense. 
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FRAME 33 

"That list is good enough to start with, at least," you decide, 
"hut let’s Just he more specific in the last item, the one having to 
do with information on Federal personnel and agencies available to 
help. We said the State Office could: (Check ALL correct responses 

Review frames 27-31? if necessary. ) 



1. acquaint us with what OCX) Regional Office personnel 
are available to help and what they can help .with. 

2 . help us avoid Federal regulations which might slow 
up our planning for emergency operations . 

,3. serve as a channel through which we contact the 
OCX) Regional Office for help. 

4. give us information on all Federal agencies with 
programs which affect our local emergency opera- 
tions, including Military support. 
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FRAME 34 



"Maybe wc ought to review one more thing," you continue, "I be- 
lieve as we talked we identified some valuable principles on how we 
should operate with State and Federal people. Why don't you write 
them down, too, just to fix them more finnly in our minds?" As you 
review the principles together, she writes: (Cheek ALL correct re- 

sponses, THERE ARE SEVERAL.) 



1. 


The State Civil Defense Office is one of the first 
places we should go for help--if they can f t give 
the help we need 5 they can point us to the people 
who can help* 


2, 


We would get help from our State Civil Defense 
Office through a State Area Coordinator * if there 
were one in our State* 


3* 


The State Civil Defense Office will have procedures 
we should follow in seeking help from them* in 
order to work effectively and cooperatively with 
them. , 


4. 


It is beneficial for the administrative personnel ^ 
or ^ice staffs in the local civil defense office 

to have the opportunity to visit the State Civil 
Defense Office* 


5. 


The State Civil Defense Office dictates in detail 
what a , local Jurisdiction may or may not do in 
emergency operations ^ rather than providing willing: 
assistance and guidance. 


6, 


Contacts of local Civil Defense Coordinators with 
the OCD Regional Office should be made through the 
State Civil Defense Office- 



(THIS IS A GOOD TIME TO TAKE A SHORT BREAK.) 
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V.B. THE HELP AVAILABLE THROUGH PUBLICATIONS. 

FRAME 35 

You and your secretary arrive at last at the State Civil Defense 
Office. While she is talking to the Administrative Officer about topics 
related to the work she does, you go over your complete list of items 
with the Operations Officer, When you have finished discussing all of 
the items, the Operations Officer remarks to you: "There are a couple 

of other things I would like to mention at least briefly. One of them 
is the help which you can get from some publications which are either 
mailed to you routinely, or are yours for the asking. First, for al 1 
practical purposes, probably the most important of these to you is the 
State published Local Civil Defense Coordinator's Manual . Now, all 
States do not have such a manual. Our State does. We hope you will 
use every bit of information it contains that will help you in any way, 
whether that information is concerned with Federal matching funds, sur- 
plus property, training and education, or whatever. Another thing the 
State Civil Defense Office does is to: (Check the best response.) 



- 1 * require that you read all of the materials coming 
to your office which appear to be official publi- 
cations . " 

2, urge you to become familiar with all of the 
directives, information bulletins, technical 
bullet ins , etc., which come to you from either 
the State or Federal governments." 

.3* refuse to publish materials to help local Coordi- 
nators, if there is evidence that the publications 
are not read." 
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FRAME 36 



"In time you will know these directives, information bulletins, 
technical bulletins and other official documents well and taiow the type 
of information they contain," the Operations Officer continues, "The 
Important thing is to: (Check the best response.) 



f 

I 

I 

! 

! 

i 

I 

i 



1, determine how they affect your planning and your 
programs and then have them working for you by using 
the information they provide, rather than gathering 
dust in some isolated spot." 

2, assemble them all carefully, in case you have the 
time some day to look through them and see whether 
there is anything really worth reading." 

3, get your job done and let the reading take care of 
itself, or assign it to your secretary to do, since 
reading is a real luxury these days . " 
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FBAME 37 



"A good example of an important Office of Civil Defense publication 
Is the Federal Civil Defense Guide (FCDG) . It can have real meaning for 
your entire emergency preparedness program,," the Operations Officer adds, 
"The FCDG is not put out just to clutter up your office. It represents 
the very best thinking in Federal government on the advice and assist- 
ance which the Federal government can give State and local governments 
to help them with the tremendous task of preparing to survive in case of 
a nuclear attack, Why, just the kinds of things the FCDG covers sounds 
like a WHO'S WHO for civil defense programs. You really should: 

(Check the best response.) 



.1. try to convince yourself, psychologically, that 
reading the FCDG is not difficult." 

2. read every word of the FCDG almost immediately." 

,3. make it an early habit to refer to the FCDG for 
assistance in any technical, planning, program 
development, or other area related to your job," 
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FRAME 38 

"I am glad, " you tell the Operations Officer, "that you have talked 
about the Federal Civil Defense Guide. Ks have a copy in our office 
and I have given my secretary instructions to be sure to keep it up-to- 
da.te, I must confess that I have not read it all, nor do I always find 
it the very easiest reading material, but; (Check the best response.) 



_3-* I try not to get too sleepy when the time comes to 
go over some of the Chapters and Appendices." 

.2. I am convinced that nowhere in one place will I 

find more complete printed guidance, and I can always 
come to you if there is something in it I don't 
understand. " 

.3* maybe I should make the time somehow to read a little 
of it now and then on a regular basis, just so I can 
appear familiar with it when the Regional people come 
around, if nothing else." 



FRAM3 39 



"There are other OCD publications you will find very useful," the 
Operations Officer states earnestly, "Since you are Just beginning in 
this new field, I do not think you should be without them. Let me 
mention three or four. There is a little guidebook prepared by the 
American National Bed Cross for the Office of Civil Defense. It is 
called Community Involvement in Civil Defense, II- 11- A. It shares with 
Civil Defense Coordinators the many years of experience which the Red 
Cross has had in working with community resources to meet the needs 
of communities in emergency," 

You tell the Operations Officer that it sounds to you as thou gh 
the guidebook would: (Check the best response.) 



1« no doubt be of value to Coordinators in larger 
Jurisdictions , but not to you, 

2, probably give you some help with something you 

had discussed with Mr, Boons, and that was how 
to get private organizations in your city to 
cooperate in emergency operations planning, 

3* probably be quite technical in nature, and maybe 

even harder to read than the Federal Civil Defense 
Guide , but you could give it a whirl. 
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FRAME 40 



You ask the Operations Officer to go on to mention the other OCD 
publications which he thought would help you. He replies, "We can't 
cover than all. However, there is a citizen's handbook on actions 
they should take in case there is a nuclear attack or a natural disaster. 
It is called In Time of Emergency, H-l4. This handbook supports the 
idea that lives can be saved if people are prepared for emergencies 
and know what to do when they occur. Though later you may want to 
issue some additional emergency instructions specific to your city, 
this handbook would be good: (Check the best response.) 

1- right now for only your City Commissioners, since 

they are totally responsible for all of the citizens 
in your city and for what the citizens do in an 
emergency, " 

2. for you to have on hand with the idea of calling 

it to the attention of your Chief Executive some 
day as being something he might possibly want to 
read.” 

3. general guidance for all of your citizens to have 

right now, because every person needs to know what 
to do to save himself and his family if disaster 
strikes , " 
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FRAME 41 



, ,,( FhMi there is a "booklet called 

The erations Officer continues, Then there 

Wenae~A Vital Cgicernt It siesta, ho- » 

sobers can assist in protects school children fro. the effects ^ 

ma^or disasters. Also, there is a labor leaders, hriefins ^de c-ed 

.a-.. ... in dtate^ txi-a^^^^ 

em help you in your work with labor organizations. And if yon ever 
have any nestings at which you want to show films, yon will want a copy 

of the Oai Defen se_ MotiCTi_Tictv^e -- CataloSi_J^l^i ~ 

random examples of publications which are yours for the ashing. In 

give you a copy °f the P ublications . Index.JglgO, » 

the "best response.) 
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FRAME 42 



"Of cours?," the Operations Officer states further, "Not every 
publication -which might be of use to you will be found in this one 
index. For example, there is a publication, available from the 
Government Printing Office, which X think gives a better overall picture 
of what is happening in civil defense across the country than you can 
get almost any place else. Believe it or not, that publication is the 
Office of Civil Defense Annual Report , The Annual Report is not some- 
thing you would give to the ordinary citizen for quick reading on. civil 
defense but it will be helpful to you as a professional. Since you are 
new to the civil defense management field, it will alert you to on- 
going programs and give you useful information about them. Let me give 
you an example. Did you know that the Radio Amateur Civil Emergency 
Service, known as RACES, is a national program tdiereby amateur radio 
operators supplement State and local communications systems?" 

When you shake your head to the contrary, the Operations Officer 
continues, "Well, it is estimated that 35*000 or more amateur radio 
operators are participating in RACES today. It is likely t-hs 4- - 
have RACES members in your city who can assist you by fi. 1 li^g emer- 
gency communications positions, or give other communications help. 

The point is, RACES is described in the PCD Annual Report , and: (Check 

the best response , ) 



.1. you would have been alerted to the RACES nmc-ram 
by reading the Annual Report ," 

.2, you may get so interested in reading the PCD 
Annual Renort that you will neglect everything 
else in your busy office . " 

3« I hope you will not wish I had never mentioned 
any of these publications to you, if you find 
that they take more time than you really want 
to give them," 



FRAME 43 



You remark to the Operations Officer, "I have learned so much today, 
I find X have to keep going hack to summarise things to he sure X am 
not losing important points* For example, just in what you have said 
on publications you have made me aware that; (Check the ONE CORRECT 
response, ) 



, 1 * there are helpful publications which are available 
to local Coordinators but locating and securing 
these publications is difficult 
. 2 , there are both State Civil Defense and Office of 
Civil Defense publications which are available to 
local Coordinators 5 and X should make good use of 
them, ,f 

,3« the State Civil Defense publications which are 

available to local Coordinators are for distribu- 
tion to citizens; the Office of Civil Defense 
publications are very technical in nature and are 
not for distribution to citizens. ft 
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V,C, THE HELP AVAILABLE THROUGH TRAINING AND EDUCATION. 

FRAME 

During your meeting with the Operations Officer , you have noticed 
a booklet on his desk with the words Staff College. Office of Civil 
Defense across the front cover. Since you have been discuss i ng publi- 
cations, you feel free to ask what this one is, 

"This is the Course Catalog of the Office of Civil Defense Staff 
College," he replies. "I am glad you asked because you are reminding 
me of something else that I wanted to have the State Training Officer 
discuss with you. He should talk with you about: (Check the best 

response.) 



.1, whether you like the layout of this catalog which 
has to do with civil defense training and educa- 
tion." 

.2. the kind of paper and type which should he used 
in printing civil defense training and j educa- 
tion publications . " 

3. the civil defense training and education which 
would he of help to you in your Job," 



FRAME 45 



Training and education is something we have never talked about 
before you tell him* "but if there are some courses which will help 
me to get my Job done , I will gladly sit a while longer and hear about 
them, " 

The Operations Officer then tells you that within your State there 
is a training program called the Civil Defense University Extension 
Program (CBUEP) , Under this program, civil defense courses of class- 
room instruction are offered through the extension division of one of 
the State universities. The courses cover such things as shelter 
management , civil defense management , radiological monitoring , the 
radiological defense officer function, civil defense planning and 
operations, and community shelter p lan n ing . 

"As soon as the University publishes its schedule of courses for 
this year, he assures you, "we will see that you get a copy. Maybe 
we will be able, through our State Training Officer, to work out some 
plans for you to attend some of the courses. X guess it would be a 
good idea for me to call him right now and see whether he* (Check 
the best response.) 



.1. can come in and talk with you about the different 
kinds of training and education which are available 
to you." 

2. is in his office and working on training and educa- 
tion." 

,3« thinks I should give you a copy of the Staff 
College Catalog now or wait until later," 
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FRAME 46 

The State Training Officer comes in to meet you. He is 'brought 
up-to-date on what you have been told so far on the CDUEP, The 
Training Officer says, "The CDUEP courses will help you in many ways, 
if you can manage to attend some of them. In fact, they are good 
training for all people who hold emergency operations positions. You 
are the one who selects the course which meets the training needs of 
; a person in a particular position in your city. This means that not 

j only are you eligible to attend CDUEP courses but also: (Cheek the 

*!' hast response,) 

i 

I 

j 

t 
[ 

t 

J 

[ 
i 



1, your mayor may attend, 1T 

2« your city commission members may attend, 11 
3, anyone in your city may attend CTUEP courses $ 
if tie has an emergency assignment and needs 
to understand better how to do it. ,f 



s 
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FRAME k7 



The Operations Officer interjects a new thought, saying, "There is 
one thing offered under the CDUEP which will he of special interest to 
you. It is Emergency Operations Simulation Training. Some day not 
too long in the future you will he wanting to test your emergency opera- 
tions plan to see if it really works. At the same time you are testing 
the plan, you are also training the officials of your- city in the pro- 
cedures, the decision making, and all the other things which are in- 
volved in the positions they fill while operating under that plan during 
an emergency. Now, that is exactly what the CDUEP Emergency Operations 
Simulation Training is all about . The University comes into a selected 
city and conducts a simulation exercise. That is, they stage a mock 
emergency, put the city's emergency operations plan into effect, and 
use the city officials in the positions which they would have in a real 
emergency. Thus the officials get trained and the emergency operations 
plan gets tested. Of course, the number of exercises which the Univer- 
sity can hold in a year is limited. But even if such training is not 
held in your community this year, perhaps you can: (Cheek the best 

response, ) 



_1, observe one of these exercises in another commu- 
nity, taking some of your officials along, and 
get help this way in planning your own exercise," 

2, be thankful that they won’t be in your city, 
because it involves a great deal of work on 
your part when they do come . " 

3. assume a positive attitude about the whole 
thing and count the reasons why it is probably 
better that they did not come," 








FRAME 48 



The Training Officer emphatically agrees on the value of Emergency 
Operations Simulation Training. "Meanwhile 5 " he adds 3 tf I understand 
that you are currently enrolled in a Staff College home study course 
for local Civil Defense Coordinators, That is good. Did you 3mow 
that there is also another Staff Colley - home study course of programed 
instruction? It is an orientation course called Civil Defense, U.B.A, 
(CPUS A) . This course is: (Chech the best response,) 



1, an orientation to the on-going civil defense 
programs in the United States." 

2. technical instruction for people who want to 
become experts in military defense of civilians," 

3- a resume of what might have been done in civil 
defense if Congress had appropriated the money," 




1 
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FRAME 49 



Your interest picks up. "No, I didn't know about CPUS A , " you reply, 
but if 1 it is an orientation to civil defense programs, wouldn't it be 
a good course for my secretary to take also?" 

The Training Officer replies, "By all means. I will give you a 
printed sheet of instruction on enrollment procedures before you leave 
today • Really , C PUS A would be a good course for anybody in your city 
to take, if you can get him to enroll. It is a good course fors (Check 
the best response.) 
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FRAME 50 



The Operations Officer enters the conversation again. He tells 
the Training Officer that you had asked about the Staff College Catalog 
fhat he had not yet e^cplamed what Staff College was « The Training 
Officer says that Staff College is an educational institution offering 
resident and correspondence courses for civil defense personnel. 

"I have brought along a copy of their catalog for you," he says, 

"as well as descriptive material on the CDUEF courses. As far as 
attendance at Staff College is concerned, I guess not ad States have 
the same policy. The policy in our State is that you may attend any 
of the courses at Staff College which you need, if they are not taught 
at our University. This is true, of course, providing the time and 
finances can he arranged and that you can meet the course prerequisites . 
This policy on attendance at Staff College applies not only to you, as 
a Civil Defense Coordinator, but to: (Check the best response.) 
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pram: 51 

The Training Officer suggests that you pay special attention to 
the description in the Staff College Catalog on the Civil Defense 
Career Development Program. He explains that this is a program in- 
tended specifically for local Civil Defense Coordinators, The courses 
in it are designed to help local Coordinators develop progressively in 
their jobs in understanding, judgment , and performance. He feels that 
you, as a Civil Defense Coordinator, may* (Check the best response.) 



1 , doubt your importance, but you can be reassured 
by reading about the Career Development Program, 

2 , want to he able to tali impressively about the 
Career Development Program. 

3 , want to enroll in the Career Development Program 
eventually . 
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